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IIIo. ^Tp SESSION - MAY 12 


So AD'S '/-elcome 

bo Outline of Past Year’s Developments s 

lo Task Team Organization and Objectives 

2. Establishment of CMG 

3„ CODIAC Aims 

Ij, Training Library Transfer 

c„ Outline of Consultants' Immediate Task 

1„ lieview of Task Team iteports 

2 . Discussion with AD/CR and selected Task Team Chainncn 
Agreement on procedure 

111 riode of reporting reactions to OCR action talcen to date 
d,. lieading of Task Team Reports 
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CDAG 12'S8 
10 May :.9SS 


N T a A L 


N 1 M L I G M N C E A. G E N C 


CRNTHAJ, Itlil'EREtTcy aUVISORZ GROUP 

^ the Findings 

1. Wth your ddoperatlon. durlne the last fe„ months, tnsh teen.s 
up or pensonnel r™ yonn oirioes and ^ne have heen enggeed in a 
-ie., or the openauons or the CH lihnnay an, elated aotiaities; 
rtese team erronts have been rocused on the recommendations made hy the 
OCH hibraty Consultants a copy or uhose report I sent you some time ago. 
r>s you taov, I „as anadous to proceed in this mar.ner because certain or 
the proposals made Here so basic that their adoption ,;„uld have reversed 
a philosophy and approach to Intelligence documentation built up over 
a period „r eleven years. I did not feel that the amount of i..ves«gation 
permitted by the relatively limited amoiunt of time available to the Con- 
sultants was siiil'icient to act on their findings aloneo 

2o The sixteen task teams have now co.npleted their work ^md have 
sent me their reports. These are of course the findings of the individual 
teams and, despite some cocrdination between groups, they contidn seme 
coni'licting recommendations which will require i'econcil;i.ationo Fuiihei'- 
more, tiiey do not necessarily reflect vy own views o 

,3„ Attached for your information and, in some cases, futrjre CPdG 
action, is a recapitulation of the problems posed ax.id toe sunimciry findtorrs 
of the task teams , It is <-a.most impossible to say, but it is ly guess that 

S-E-C-R.-E-T 
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S-E-C-it-E-T 
- 2 - 


CRAG 12“58 
10 May 1958 

} the area of agreement between the respective findings^ con- 
clusions and recommendations of the task teams and those of the Con= 
sultants is somewhere between and 60^ o In some cases the findings 
were validated, but different conclusions or recommendations were 
arrived at. In other cases, the findings could not be validated, but 
similar conclusions or recommendations were arrived ato 

The collection of the reports themselves is quite voluminous o 
Copies of any or all reports are available bo you for retentiono 

5» Beginning 12 May, I will be meeting with the Library Consultants 
to get from them their reaction to these findingSo On the basis of our 
discussion, and subsequent discussions with you, I will, with DD/l 
concurrence, effect those changes most likely to improve your central 
reference facilitieso i 1 


Paul A. Borel 
Assistant Director 
Cejntral Reference 

Attac hment 

Summary i'ask Team I' indings 
TTR-1 tiirough TTR-16 



cc: DD/I 
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CENTRAL I M n’ T<' r T T 

E L I G E N C E AGENCY 
OFli'ICE OI'- GEN'IIUl RE'FEiiENCE 


Project 

Humber 


Short Title 


Intellofax 
Machine Use 
Coding 
Selection 
Acq - Ops 
Fiscal Polic 




3 December 19^7 


Publication Procurement Ted Nordbeck 


Circulation 


Catali 


Rererencs 


Info -center 


Miiiicard 


James Chandlei 


Walter Hoberg 


Reports 
Trainj ng 

Customer Relasioris 
Correlative Functions 


Organization 


William Tidwell 
(Deferred') 


oordinator 


B - OCR - 3 December 1957 
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S-E-C-R-E-^ 

CENTRAL INTEL LI GEHCE AGENCY 
OFFICE OF CENTRAL REFERENCE 


INTELLOFAX 


Task Team ReTiork No. 1. 


~TTR/i 


9 I«lay 1958 


imvmmm FCRs Assistant Director, Central Reference 
SUBJECT : Final Report on Intellofax ■“ Task Team NOo 1 


1. Membership 

The Task Team consisted of the foUcfwing members s 

IChalrman, Biographic Register, OCR 
^ Document Division, OCR 


Biographic Register, OCR - t + t n 

^R^uirements Staff, Office of Intelligence 

Support, DD/P 25X1 


Industrial Division^ ORR 
nifechine Division, OCR 
Library, OCR 


2„ Mp.thod of Task Team_0]BgjS :ti^ 


25X1 

25X1 


25X1 

25X1 

25X1 


a. 


All members of the Task Team reviewed the Cons^tants’ Report, 
thi OC^rebuttals, and other basic supporting documents. 25X1 

mu tmq briefed on operations of the intellofax system 

sessions in the Analysis Branch of the Document 
DlviS-on, in the Machine Division, and in the Reference 
Branch of the Library « 

aystem. 

jL r— i.ro (i<3tailed study of five intellofax test runs 
^mde xrith^he cooperaSon of the CER representative on 
“sk’lSm aod three of hie aesoelatee. The rune »ere 
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lTa/3v-2 


made xjith oha help o? the CorapoBitfi Ccwup snd studied 

C!2.T‘efully 'ay the Olill analysts and cor/iptu'ed isitb the.u:' oxi?n 
excellent .files » Documents in the files c-f those j^isl-ysts 
not retz’ieired by the rojns veve IHsted end then studied fcy 
the rep.reserit£itive fx'om the Docruiient Da.'i/ieioQ. The OHIi 
ajiijiysts took jjito considorution the fsictors oi relevances 
complebeatissj use for* hypothetiool resea:cch papers ^ and 
tit3.e expiuisicuo 

So A scries o,? I’cnad-^table discussions ”vas heud betx^eea raemDers 
of the Task Team and groups of v-ec!U.esterG representing 
different types of research problems arid uses of antelloi ssco 
These ifere supplemented by a nujnber of^ individt-sl i^tsrvrxews 
of varf-ous requesters conducted by members of the leaia. 

fo As an experimuatj a Composite Group x-fsis set up to handle 
intel'lofair nms in the .llefersnce Brancn of the rabraryj 
consisti?u/' of one representatt'je each from Anslyois Branch, 
Machcjie Division, end the Ltbraryo This Group, represented 
on tiie Ta*sk Team | ^functioned for six weeks. 

The Team held several .jo5nt mesti^-ngs vrJ.th tne Group to 
evaD.uate their work, and tlie Group prepared a report 

Qf their er^periences and recoiTtTisndntiom xor cho' 

(ssa Appsnilx ;r2) 

I \rys member of both the Composite Group and -bh© 

T*isk ^eam. h eld several follow-up intcraleu's wi.th requesters 
who had received puitellofax mns duxdng the teimre of the 
Group c 

h A new study was made of die processing of intonof ex_ 

•:-o determ-liQ the length of time consumed xn eacn or sixteen 
na1or steps of the intei:'.of;i:i procedure, the c£.uses o_ 
Hiv^irant delays, and the meaner in which tho process _ 
"oSid be h?. 3 -tenedo For a poxlod of two weeks (.68 reques^), 
sheeiis xvere attached to ell intellofex rec^ueste, and 
•bi.oe ''n 2ii'3 time out were recorded for each step. The 
£:«tioa terobtoed uas ^mmuarlKed and to 

representative from the banageiienu bcn-ixf ior xuither 

study » 
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Ger-vr,-.! 

•1 ■ -1^1 1 e prorj?rit: Intel iof-xx l'vl;'! ce:rtt.^.in Irriprov^^raentr? 

.i..*.;;>c below , should be ret.a-ined. 

ix . t-loaj-vjjr c f) should be t-uken to crjrn.j.re a cont lnu^a-; pr^^duct 1 or: 
‘jy ii'C .inteliofox system oT t e for t ion nccuss..o’y fcr 
j. * l L l .; V 0 6 f: r i O' n s 

n . j's?coi'do nhoiLld b'r nu: inl ni nr-vl on the frequentvy of o.re 
o! '^'oriouG parte of tb*:-' come book, and cciiiparod 
< vt.n; records on thv.; fr<.-quency oT aacoin.;ng j^nfonv r. i ::n 
in eaoh code, no tnat jrrut and outran fijares ran b-;* 
sur r-r rrposed for compare sor* - 

b Tne Coirtposite Group, i'iefercrice Kra:r:h, sdouid be used 
to roller t rnforTruj.tion on tb.c Intel lo fax syi;teai and its 
iJs:'-S; o:\ a recudar bams : 110.13 Infoi'Traticn should 

inc.lude the requester's p-ur'T'Jose .In ma)r:nf.>; tho run;; 

1 1 3 r e 1 '< i t or 1 t o 1:1.3 o u n f i .1 p ; t h e s ri r c i 1' 1 c-' i t. y 0 i r 
f'oneralj ty desired; whether he v^ani.r; f ra‘_;!;riient-.iry or 
general ..infcrrruition; ti)u oxxylnal research probleri anc 
its translaiion into cede patterrin; and the number ot' 
cards olrta], ned from m.ichr.ne searcli Throirln rurlecx ive 
ioli.cw up y the requester should bo :.a:ki.e.l t o st,:te a:; 
tho run icot his needs, uh \ch t\q)e of approc^ch ii incro 
t:h;.j.n one was used) best served his purposes^ vh.jt t;/pes 
of title expansion he wou.id reconimc nd . etc. 

The ■.ntei.l l^je-ice Subject (;nc\e i - 3 S 1 

1 .\fter revision of tbo iad, araphasls :dnou.ld bo pl.-Loed xv: 
the pracar^. Lion of ef fee hive loo. Is I’or ;bls use Tb>os.- 
tocis sKo5.u.:i include' 

>;odo hook conta trri ay .adequate and c ross 

rc r':r'V!Xu . riy dse*^.! ..wid "soe alsos’ as oe.!! .,s 
oc;r-pe notes explaining the interro- at .1 onsb ip of 
oabjccts ,.,nd defrn:.n ’ t.;]e.Lr bouiidio res wheii these 
not i.miiied.t.atr‘l y obvious.. 
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b. A full, alphabetical dictionary subject heading Index, 
containing cross-references and scope notes, designed 
for use by the average consumer as well as by the 
Composite Group. 

c . To f-iipplement the fully annotated ISC , an authority 
File containing nevr definitions of itesms to be 
considered under a particular ISC number and the ISC 
number to be used for nev; concepts. (Like the code 
book, this file should exist in both alphabetical and 
nuixerical order and each shovO-d be maintained in 
duplicate for ready access of both the Analysis Branch 
and the Composite Group.) 

d. For use of the Composite Group, an annually revised 
card count, code by code, to supplement the code book. 

Co Organization of the /malysis Branch 

Ji-. The Document Division should begin inHcsdiately to study 
the imput flov/ by subject to determine vrhat subject or 
area gjxjupings are possible based upon their present staff. 

5 . As soon as pi-acticabie , ai'ea or subject divisions of the 
/analysis Branch should be mde, and a gradual conversion 
to subject gr'ouping should be instituted. 

6 . The subject or area groups within /vnalyais Branch should 
be relatively large, consisting of about 5 or 6 major 
break— dovnis , each composed of a number of coders headed 
by a senior document analyst. 

7 . The ratio of coders to re’/iewers ( senior document 
analysts) should be such that all documents can be 
reviewed, if necessary. 

8 ,. Senior document analysts ohoaS.d be- full- time reviewers, 
with grades of at least G3 “12. 

9 . For every subject broken out for specialization in the 
Analysis Branch careful attention siiou3.d be paid to a 
coiitinuing program of training, both foJZQxii and on-the- 
job, and contact should be established with the major 
using offices concerned. In addition, senior document 
analysts chou. 1 .d be gi'/en more formal training in the 
principles of classification. 

S-S-C-R-E-T 
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10. A rotation system should be planned so as to permit each 
senior document analyst in charge of a subject or area to 
serve with the Composite Group In the Library > in turn. 
Furthermore j the senior analyst responsible for a given 
subject or area should always be consulted by the Composite 
Group, and should v/henever possible be present at the 
interview with the requester in all cases when his subject 
pert^xins to a particular intellofax run. 

D. Document Citation (_ 

11 . The Analysis Branch ehovild place a greater e/ 3 iphasis 
upon title expansion. Present istandard^ for expansion 
should be defined and then studied by the Document 
Division, which should prepare a preliminary rough guide 
including provision for at least the following elements In 
title expansions 

Place names 
I5odel Humbers 

Specific commodities and types 
Organisations, institutions, paxiiies, groups 
Ship Earns B 

12. After the analysis Branch is finally organized by subject 
or uvea, the rough preliminary title expansion guide should 
be greatly refined within each subject. This should, 
priniurily, be the duty of the senior’ document analyst for 
each subject. 

13 „ Serious consideration should be given to the training of 
come of the coders in citation methods; for exaitrole, a 
tour with the Hew Yorl^ 

lA. A wcrking fproup of CODLXC should be appointed to discuss 
matters of titles and the relationship of subjects to 
documents. Tjiis group snould request that each participating 
afgency instruct the field to use more descriptive titles and 
to reduce the number of docunionts with miscellaneous or 
numerous subjects. 

after a fixm policy for titles and title expansion is 
astablishcid vrithin the Document Division {see recommen- 
d-xticns no. 11 and 12), FI and OO/C should be requested 
to direct their a’eports sections at headquartei's to conform 
to it also. 


S-S~C"R-E-T 
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E. Retirement of Cards ( <-/ 3 - ^ 


17 - Microfilming of retired inteliofajc curds should be 
disc ontinued . 


Inteilofaj 


Servile e in the Library, z') 


l8o All intellofuK requests sbouJld be processed within the 
Reference Branch by u Conroosite Gi-oup consisting of: 

a. One senior document analyst from the Document Division, 
serving on a monthly rotation basis. 

b. Two or more reference librarians, at least one of whom 
should be periaanently assigned to intellofax work. 

c. One representative of the E&ichlne Division, a-yraj Table 
on cull in that d:L vision when needed. 

d. One clei'k from the Reference Branch. 

19 . Tne duties of the Composite Group should include 
responsibility for all intellofax service and for 
gathering information from that service to demonstrate 
the vailouB uses and problems of the systeni. CCliis task 
entails the following; 

a. Except where e:ctremely high priorities or "crash" 

deadlines are involved, no reque.st should be processed 
for intellofax sci'vice without a personal interview, 
or at 3.east a telephone call, >jith the ortgiiwl 
x’equeater. In the case cf non-CIA requests T'^e 
consumer should be asked to (iome to the Library; and, 
if this iu not posoibie, one of the librarians should 
go to him. 


G'-'ldC • ■'R’.E.v." 
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S-E-C-R-E-T 


b. I'iie Composite Group should take the initiative in 
imin-caining contact with the libraries or other li£iiBon 
units In outside af^encies* and should fully brief 
those responsible for fcrvarding requests to 

c. Tile Group should conduct selective follow-* up 
program designed to provide continuing Infonriation 
as to the purposes^ types of requests, and. results 
of intellofa^c runs (see reccromendabion 2b, above) ^ 

do The Group should l.eep full reports of interviews 
and such other records of intellofax runs as are 
deemed necessary for continuing study of the 
intellofax process (see recommendation 2b, above) o 

The specific duties of the various triembers of the Composite 
Group should be as follovrs.'; 

a. The librarians should caB.kr decisions regarding the 
feasibility of an intellofax tape and the relation 

of the individua]. runs to other sources of informatlcno 

b. The Group‘d 8 senior librarian should exercise 
direction ovei' th(i procedures involved in traktng runs, 
and should resolve all differeacejs of opinion within 
the Group o {His rprade should be at least GS-12o) 

c. The member from the Analysis Branch should share in 
all diseussionG with requesters and participate in 
processing requests to completion- Final decisions 
involving code selection and arrangement of subject 
groups should be made by thic member- 

d» 'Eoe represen'txitive from the I'-'nchine Division should 
be available on cull to abtend the Composite Group’s 
sosnions, when necessary, to advise on groupitig or 
on the feasibility of spe^:ial runs, and to help 
estiirate time schedules. 


S-E-C-R-E-T 
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tur/i^Q 


So The clerk should perform all clerical operations ^ 
including preparation of correspondence and docucoent 
receipts, stamping of documents, etCo She should also 
perform, under the supervision of the senior librarian, 
siraple screening not involving substantive decisions » 

She should keep all records and forms req^ulred, and 
should provide regular messenger service to and from 
the Machine Division <, 

21 o All members of the Composite Group should he responsible for their 
intellofax xrork to the Chief of the Reference Branch of the Library o 


22, If , at some future time, the senior librarians of the Reference 
Branch are assigned to subject specialties, the Composite Group 
should then include only one full-time , permanent Library repre- 
sentative o This librarian -^rill provide the continuity necessary 
for the transmission of Intellofax experience as it is gained, 
and for the collection of information about the systemo The 
req.ueGter ■will be brought to the Composite Group by the librarian 
In vhose subject bis problem lies, and that librarian will then 
be an ad hoc member of the Group for that particular intellofax run a 

2^ Those specific recommendations made in the Report of the Composite 
Group to Task Team #1 (see Appendix 2B, Part III) which are outside 
the purview of the task team should be considered by OCR management <> 


25X1 



Task Team UOo 3. 


Task Team 1 ^ ^ ^ 

- The Consultants' Criticisms of Intellofax 

- Outline of Intellofax Service Experiment 

- Report of Intellofax Composite Group 

- Intellofax Runs Made by ORR for the Task Team 

- The CSI Study on Document Coding 

- Analysis of Actual and AUeged Errors in System 
Studj' of Pratt and OSI Projects, 


25X1 


ichnents s 
Final Report 
Appendix ^-1 
Appendix ir2A 
#2B 

Appendix ^3 
Appendix 

Appendix #5 
Appendix #6 - Customer Opinion 
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obuci'' Lh?;' Inlvz:llcr:oc i>;y3tc:n in crcler tc doxernrii’e 
-ij enc.)clin{;r ol* rocucaxs i.s u-H'cl-xabiLej 

2) ulit £v.r<} irinc.'viG'u? 5 

3 ) U;e synten i.3 inaufixciG/itly 

h) the dat:i isj [iven on repe^atctl I’uns 3or tbo s'nxn codey;; 

5) thci ser^vdne 13 unt:cu‘rt*v'j:?th;,'- rcuid costly^ 

6) thv3 clam* cards are unavail.ablo^ 

7 ) the syscarn requires oxx^essive spcco^ 

7) the sysaxin duplicates -work cone in tiie cxher OCR demisters;.; 

o) the sys'oein Tails to provids sei vico at as Jiigh an xnteliecivual 
level as is needed To::" tlie proyren of the Agency -. 

'd-rso ooints are of veaying degroea sj‘ roneraliin^ and in-portance i 
•vihe ‘ 3 "; and 9 veTer to tt.e ba^;ic purpose oi tie systen^, vhile inost 
r •: ] ■' r':t, coucex n specific asposits- of ini/ellofax^ iJurUiC^rs'arc^ fi.:.jTiCist 

ipo critxcisiris i:nply co.iipaj:'ison3 of sono sort: vAnrl. is ’‘excossavn’' 
co.vat'C'ti v;ix:i wiiat sic. Ix is sssiLuec. xiiCit :x 

• lent nitants Rcri:)orx, vhere coriiparisc);, is mnde or implieu,, convenndonal 
,r..V! r*, arc the olternabivos in ndnd. 

.) ; .I’t;... j’ -3 — “ 

'r-,. ’Terri ho.s decided not to use these nane points as heacis of 

, ,-i‘ij pf ' for 'two reaGons: i'irat, ai-, the :: Linr- behind niosh of tliew 

'■ ...i A oi'oor.ipao'ison;> with, oi'ua- pOG.‘3iV;lc r,;y ;ite!P.;; or ver'iilonG of 
" Vnir^K 'thi'J'; abeve ore better treated in 

'V, S-’ljf T;.'..;].;' T?(>jn ff'i-. v!n:;i'e the a'l teinaT.ive;-. GUG(,'e;3t<<ni by tJic; 

' ' ..M"i nLG' t'vi'Aociioed; ''second, tlus r.osi teliLinE genarad. crir..icn.iiir.Sj 
‘". y r-nnoh ‘le luidei-Gtoo i oi* cviij.uaLcci. tri’clioub a atucy o:-. ^he 
•■' ‘' '’'’.i'pir-)OGc o£ iJ'.e intoltofax syrntoiii,, .'UGt what is inteliofio: 

■ ' * "e ■•;• i-in.i (■'f serwica is it eiq.Golcd to provide? 

'iCl: iOT > * 

r-arort, therefore,, consists nei.rJv^ox a discusy^n of the 
and .umetions oj' 1;.h>i into.', liobix system^, folt.cv/od by 
' 't ''’1. ;.,r)d recon'inaro Ictj.ony conc.r.’ni.ai’ each p.'a’t, of 'die 

:t-cat'-on oJ: the nino points ti;:dcxl i0x)vc will, be resanioa 

ip,a Task Tea::; Ann : i-ocl it:: jiiss:i.on .-x a sixty 

p Appinitn... M-*' .. vxn'i’- rkin v '-^'vs x-iri :Ln u.ndo:: vo suprrst ic iitprovc 

■ ■- “ u\ Civ'lcs..:. Dy 


'I 1 i ^ . .-j ^ ■ '. ,Q i/hiC C* H. S ii.'l.'f , S^'/ S * ‘ L b St-C- 
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•m/i-io 


ii" - r poiats iriade b/ the Goni5iil trintri ii-: asi-surap'lion th^.t 

cuii be vit.i: *^coiiv(:ntion 2 i‘‘ library 

t G^nei’^alj of this if. Irue^ oiiice both systsrrLS 

^ ^ " Impose ‘o* -.'XJ assist customers 'ha retric. -'c iiifornia- 

.•rono Ilov;overj, there avo :/ia.ay specific differamces in ttie eavirormient 
tnc;3o Vr'an-oue 3y:>1er?is that preclude a succer^si'ul search for tin exact 
an<'.'io^_;ac oi intellofiXo Ilen:..u, co}np.ay:‘isoa of tine intellofco: systerit;, 
ulier in rts methods or its results v;ith sucli ext> 3 rna 3 . situations is 
nou valid untjl the X'eqiiiremontSi, cnvirOirnpiat i-nd functions of the 
j.rvx^llof.ox itself are; carofullr definetL 


feiothor point 'iriiplied in some of the cri treisns of irdellofax 
oasc-d t)n ^ conventional^' libr-u?y experience is that the latter is rela- 
iJvely free from oud: fiaus^, or a1: least c.hat outside librajries have 
;cpt tlioar simlar prcbisias Lo £?. rdniimira:. As ue shall see bolov;^ tld.s 
is not true. 


The dj.scussiony 


then^ will begin lAth a gonerol. introduction con- 


'i is ting of two seotiens intended j.'or the uninird.ated - those uh-O have 
no I been 'dsoroi^.phly famili^vr v/it.h t>:;o untcliojhcc over a long period o3? 


LH.e., 


A a 


(I 


conv 


C- i s sr 0 j 1 
.:.nd t}i:i 
onaider 


;!e?.o sections, the first- a short exposition of sisdlOT problems 
ontioria]," libr'Sry sysiX'-mss end tivi second .a very f^ensral. ells- 
of ui-.e role played by irrtellofax ir-. a larger IrLiormaticni system 
prcbloms it faces, wri 11 then be .follov'^id by more det.'ailed 
•I'.tion of -Jhat can on done tc imp^-ove intelj of sx- 


The remai-ndar of this rryjort will xhn5 -adl-iere to the foU.oad.ng 
<: u tlino : 

jl. Geno^-aj. Xat:;'cid'a(,;V/i-:’’:i ^.o the .dystojt 
ConvsiitiC'nal Gysi-ajxs 

B„ Inw'.llo.fax p-aro oi: a .'.-..jr-er' irt^ora^^■^tio'•l system 
Centra]. C/sicr.! ;uid Anslysi- oys'cem 
:■]. Intcllo.'.’c::c as one of. the: c;eritraL systems 
]. Intsllofo-'K and Iixfomation reU-ieval 
li, T)ie natuivo ox tJie in;.'oi;'i.iai-ioa and of the 
rcqncosts-c ’t-f pattern o.r :cc;c:ours(J! 


I'os 

silbi.e Inprover 

iycmbf: Td thin lutei],OicCC 

k,. 

j’uture .ieve:- ■: 

of xhr f^rnsent syat'am 

-B. 

Inte'J.fiptincc. 

bub^'oet Codt3 

C . 

I'li'r.anicxt-ion 

oi' the ivrut!./’?i3 Drnnch 

D.. 

iioforaont civ.- 

iViiuri.:: 

it. 

;i:cv,irencr;t c; 

■ i.ntt^llcfax coxds 


:!;ntG.Llo.faK 

:u;x'lcc; in tlio -Uibr-scry 
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rrR/i-ii 


gg!2!SLM >°=li.ct.l.:>ii to {.>„■ 

C onvontion^il Systems 


ar« indcving and inforfoabioii retrievaH. systezas 

Uw. coatined to the intellofax systenu' they are not nev^ For 
catalog Izars been subjected trj increasing attack., 
In 1952 .J’laurictj:: Tauber ^jrotea 


j-t is fioL nevjs thrSo the criticcil o.C t}io library profession 
has been .focused on the library catalog- alj-iost continuously since 
ihe inid-niretocnth century,. In fact^ it in no exaggeration to 
say that ti'roufjh the years ^ the catalog bias been a favor:!. 'te 
whipping Dcy, At 'uiraes this criticicn h. 5 .s becortze so I'iolent. 
that one is inclined to think tiiat soino critics ,nu.ght realiy 
prefer no cata'.og at all to one 30 fu 31 of dcfectar’*! 

Tauber fartiior citedj, as ons of the major diffi cultieSy the ?.ECk of 
infoiTiiation ao to tjie use to wklch the caialog has been put? 

"Z^luch of the d;.fficuLty tjith the subject cat.f!l.og seems to stem 
directly from a failui'e to define prscisol;,' what the subject 
catalog is intended to dcu This has rewer been done witli enough 
precision Thera is reason to believe tlia'i. it can serve nsll 
only cert.-:dn necessery but United fmctlons,. Obxd-OUEiy a, 
definition of function cfn. iiave validity ci.ly if it derives 
from the nse to which the subject catal.og t;ill be put,co'‘^ 


iug 


In 19^7 

three heacangs; 


Indicated 


those 


difil.cv: 


ies under tiie follcw- 


" 1 , The -fiental processes involved :ln ‘ inf c r;:iation retrieval' 
systems dj.ffer fx'ora those eriiployed in ov,har raedes ox 
access to books; 


2 . Thera j.s rio univei'ssJ. e-ysten of cla.:: 3 i fication .uppliceble 
tc £f!.l situa.tions;, jusn as tlicre ic' no one pa.ttei-n of 
!iu!-u-n i, bought; 


The pattern of classification appropriate to a given library 
aiturllon is conditioned by (a) the vclvsiie of graphic; record, 
(b) th.:; charactc-ristic;; of the record, (c) the pattern of 
ttiougid^ Ticld., .und (d) the [jc.ttern of Idiourht of the 

im.dvi-.lua] user,," 


j. 'jtou'.'i c;c il. Tiubf.r, ez'.i'i'.or,. The dubjcc t inrlysi s o :f .Lib~r ar: y dai erials, 

Columbia I'nlyersit;/.: New Vc..r)c 5 1953 . 

rnid.. 
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S-ii-CJ-it-i!;.,-'!; 


TrR/i-;L2 


^iiscuss these in a vray which reveals msziy of the 
P-oorems tlmt exist, afox.tiori^ for iatellofaxn 

fr,,. emphasis on pattern is deliberate and .fundamental, 

e succecisful ut.iiisation of r,Taohic rocordn Imolies a 
reconciliation of three patterns s '(i) the thought content 
-L jie text, (2) the sti-ucture of the literature, and (3) the 
pa 'oern of recourse « The first two are relatively stable in 
tnat for a.ay single document, or collection o;C ciocments, they 
i^enmn^ fixed tor all tiin8„ But this stability is only relativs 
since tine bri.ngo new docimients with nexj thought content and 
noW stimctai’a]. configurations^ But the pattern of recourse to 
the iliterabure is a constantly changing variable j it differs 
from individual to individual, and .from type of use to type of 
use-, let x'e a-sk of c.l ass if i cation that it harmonize these 
throe patterns, and arre suprised and disappointed 'Bhs.n we get 
only disju'icti.on and chaos., 

"Classification was asked to do what it coto-d not do because 
misguided itieu assumed., first that teere is a ^miversai pattern 
of all knov7l(2d.ge that vjill be al.! things to all ^.’eaders, and 
second, th-it the piittern of thought content of books approximated 
that of the tl'^ougiit patte.rn3 of their users. Actually, of com-se, 
a book can reflect onlLy the: thought patterns of its author and 
ihese can Ije subject to an alno.st infinite vax'iety of interpreta- 
tions and ;aental Jtumijxulations by its readers „ Li effect, he 
who c3.assi.-i<.is a book in the traditional library sense is saying 
'I know vihat the auteor had in riind„ I Itnow what this book is 
about. I jenoM that is like these books, but different from 
those books, Tlierefore, I will a.ssl,,;n it teis classification 
symbol and pxit it on this spot on oho stielf because I know that 
Ihe reader, .5 of this b(.iok will use it in as.3ociation xjite these 
but not in associatioi', with those „ ■ One has but to state tixese 
assunp'bfons 'x .revD.al tlieli' invalidity™ One cannot o.ften be 
doguntic about an autho.r's meaning;; one cannot surmise categori- 
cally !,o\.’ .A bcolc is going to lie used or by wliom.. One cannot 
oresumc- to Imow viith, x:hat other books th.e user will associate 
this ,o£Lrtioula.r title., .But, perhpas. laost presiunptious of all is 
the implioato.on that the cataloger ca:''i, in the process of classi- 
fiectioi!, distill t; e tessence" o.f book, for even tee simplest 
bo, ok is !■* ! lasxj' ''id-ng, a cons'i,ri.i it, a pattern of .infinite 
reiatiorisir'-p;!."-^ 


3 ^F’-itt <.i.rr;., rbriicture •o.ac Coacc-ptiu''.li”„at:i(>ri in 'H.assifi cation .for 
fru'Wn-ation Ret-uictud.", by Joose i-i.. Shnra, in 3.ni' o.r!iiation dy stem ;^ 
iri IJocu'.;.enb;i^-pn, l'o,l,uia:i .ll, 195? » 
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i-C-R-Jv-T 


PJ'ob?Lem ca-e “^r'P--:/ t-o bi^e intellofajc 

human tiiou;-ht Thaw, depends upon the pattern of 

tlioucht' in -.he d^cunLi™ system.. The patta3.-n 

recoux'so of tnc resdarohrr'' '-he patternof 

of fluoc. In the constantly in a state 

further comolicated ben-i.c-^' '^^he picture is 
decree of f’enoralitv documents very creatly in their / 

custoineru whose needs oiuon coutratiict each other . 


D. 


information system 


maajxly'cli^Sod confined t/j intelligence documents, 

L;" pi,.,. role »f r: doc^ent 

ar even- cyc,le er;:^nds fi-om observation of 

ing of a reporu of .some kind, which is edited both in th^^iSf an? 
at he^.q.aartors, through the indexing and disseminating runcS?4 to 

report, together with otliers from the 
clac^sified ^c^'nt sysueri) .nd itiany fro,m other s,ystems altoiretoer, 
to wrx-te a syniiiesissd rep)Oi“t of hie ov.tk.. 


bach of th«: eeneral st: 
system affects each of the 


yes iji this o-'.-’^ir-ahL classified infonnation 
, , . , . , succeeding stcLi'es, •.■/liile the de.f:iands of toe 

researcl'.ej', the pauterns o.C' his research iircblem,, mold the entire 

re tern, one v;hos<: ideci t impossible to realise 
'..'.raony between toe research p.roblem and the 
lesearcher, con.stan.j udjustments are necos- 

... relation of eacn stage to its succeeding 

indi;.-ectly throug.-.i leed-baclc between eac 


system, for a balanced sy: 
completely) is complete he: 
information floid.ng to the 
sary, not only directly in 


one, oui 


3n 


stage and -any other 




25X1 
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iG noeds oi tlie researcliers^ xdiici. r:r;ld the entire systen^ are 
no siinpie bu'c complexo Wot only docs the pattern of recoui'se of 
edch researcher change in tiine^ but there are murj differerit research 
proolerns and many different researchers « The variations in their 
patterns of recourse rriust soiachow be reflected in the indosLng systeni^ 
though not necessm:*ily all in the savie triamer. dome resocirchers (e^go^ 
r.l^/Oll[{) york on problems that require inforjuation on specific subjects 
vdthin genera], areas; others (e«go^ Gcog^^ORll) need general subjects 
but Yerj detai.led locations or areas o Sonie rcse.ai'chers need inforiTLa- 
txon on specific cor/imndities or named objects, ci:hers on broad trends; 
sorao noi:d information of an abstract nature^, othisrs concrete o Gutting 
through tliGse distJjictions is the problem of t])C avail abil.ity of the 
informations in some ai'cas or subjects^ irifoivaaoion is readily 
available^ and tee problem is to isolate the= besv. data for a specific 


problem fz'om a nass of materiej.; in others, information is so scar'ce 


that tiie researcher must Orainfiaiy collect scraps and subject them to 
detailed analysis. 


Nost of teese fiets of prcbleriis e:d..st for the ^^coni'^Gntional.” library^ 
cmd classic.-aL libriiry practice has been to develv)p a number of tools 
x'atiier than sorgle., all-inclus:--ve indexes? vOogo.. general. -catcilogSj^ 
special (iat^ogs, i;pGciali‘:.ecl bibliographies and indexeso The differ-* 
ence for cla.ssixied documents is both a matter of degree and a matter 
of time. First, nh.en a problem is assigned in intelligence^, the 
avai].ability or sciU'city of the raaterial does lioo alter the importance 
.'■;f tec proUciio in. effort must be r.iade to collect and evaluate data 
no iaattej" ho\: d.lfficult thi's'iTTay be^ 3scond,> inr.elligence researcl-.ers 
arei alv:a*,v> uorld.ng under d-risdline conditions. These deadlines vary, 
but no rose^ircher ever all the 3.eisLire to do tlxe job as -t/ell as 
he vjoirlcl like . The intellc'.l’aa., then, help tee researcher obtain 

informaticn^ rio matter ho;/ difficult to fin.d or scarce, and it must 
perform its function qiitokly. 


■^nteltofa:^ is^ then, p;-.rt of a larger i.a:o,nnition system^ Witein 
teie rrore reuei'ol c-cle, the l:ey m^ea is that di\^:cri.bed above as 
^ird^-on-r'and disseminating'*. There is no sinrlo central indexing 


bv^ rrm n-pke too distinctions: fir8?”'0r below) , between thz; 

3yri I'-’-jm - 


•rdGxrnr' carried out. in a. cent.:..-Jl syirt:iii aiul tr.ir,:. pei-forn-iGd .in the 
"Office h: the researcher; and second (S bi;ao':j) oet-ween yr.rious 
Icrcrsnfc sub -systems vn.thin t)u; centr.-d. syslv2i;i.. 




/ 
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'-•■n cl Analys t Sys t/sni 


V,, „ .. 'ii-stinction is vital, and one where cm's problen 

iv Ci-'acb counrcrpai'-bs in the vjorld of conventional libraries » 

-ac f ocur£!nt is treated j.ii at least teo di-ffei'cnt ways during the 
rn exmg cycle;: First,, it is disseminated to the interested 
iGsearchers, ■•liio read it and file itp iiiLportantj in their ovm, 

01 analyst system Second, the document is indexed and stored in 
a central systein,, Botti thiese types of indexing are to serve the 
same purposes trie needs of the rcseai-chor, present or future. 
However j, it is important to realize tlir.t they are nol/ necessarily 
redundant. The central system is rwt a substitute for the analyst 
system. Botli sire needed. It is not pcss^ible, 'therefore;, to measure 
tlie lack of effectivenejjs of, the cen'tnl system by 'the size and 
nimber of the tuialyst files. As a lofical extremey it can be said 
that each dLfferenfc reoeai'ch problem requrires a different pattern 
of indexing, a different file,, No centinu. syston car), provide all 
of tJiese pabtei’ns siinultenGously wi'bbir the sars ovei*~all indexing 
s'bructure,. The analyst system is, therefore, a permanent and neces- 
sary psc.'t o.? tee general information cvete. We may say as a .first 
generalization teat the function of 'the enelyst system is to provide 
a d.et.8.i.led pa'ttern of indexing to ajiswer a specific research problen 


^ Disregard of this p'rincip7i.e in th.e past has led to confusion. 

The assumption has been snadc 'that H the rese.'Tirchers uere confi- 
dent that they could recove;r just tee r;iatori;iI. 'bhej'- wanted from 
tee central sj-stem, 'teen they would not r,'tain'tein their* o'^oi .files. 
This wa.s iiK)li.cit in' trie’ experimental period of intellofax. when 
the j’e.se.'xrchei"s were abisteacting arx^ c;ocling the documents 'teey 
wished to p].ac:e in the central system. Each was given a code 
designa.tion fer* his own input, and tlie theory*- was that he could 
teen use the cen'tral}. system to recover- just Ids own dccrumants 
and no would rob have 'to rraintain his own fide.. However , 'blTis 
system contedned an inherent logical. di.fficiL!.tyi eacii arnilys't 
vr shed 'to code his docurients according to the pattern or recourse 
iie" needed a.i, the time o;:’ could predi.ct .for the fu-ture. Ko two 
pj.'itterns in tl.e [U-esent. coincided, and no pi*oid.sion was jcade for 
shirts of empl'iasis or fo.!' new probleuiis n.o'b anticipated by the 
indi'.'iduaL i-esearcher.s,- Hence, 'U’e cen.tr.'al code sjestem tended 
to bc!CO!r,e overburdened anc.l contra.dictc;ry,, leading 'tee researclier. 

nttempti.ag to rccovax' his own doeiunentsi, to fall back on 
dunl ; cate ifili.ng in Ids own office .' o iJ.ut only h is needs vje.re 

con;3ic'';rr.^.d . 


d-K-C-R-E-T 
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r. 'vsr,; si;iu.lai?' problems; the function of tlie centeAl 
pi'’0’idde fo:i‘ (ihai^c in suclri problems,, to serve as a 
nui-iio. or censrai-or for now ^nielyst s, 7 jitcir,i=j xjhen neededo-' 

of chsjige- is the cruse of tine probleiTio Intelligence 
a xic-ld where change of empbasiSs sv.b;iectj approach and priority 
iii vi.taL, wnerc thore aj'e elements of clumge over and atjove those 
iniiex'c-int in the normal, l-ibriii’y situatiern Ivitii this jji inlnd, we can 
appro.Mch ohe |:)i-obleni closer by analyrarg trie of the central, caid 
analyst systems. There are txho extremesj, and'’”na.hy stages in betoreeiu 

"" -^ht dei oated q nesti on f ox- w hich an analys t file ex ists 

The researchex- i.3 wi'iting e pfeper on a problem that he 
;ias .foi’sson in the past^ and for wliich ho has planned by 
insti tuning a continuous .filing .system of his otm^ arranpjed 
;Ln the proper struotux'e and deptli 'to anjrjer the anbicipa'bed 
questions. This fili.ng has Vieen a t/icie-consuming ^and expen- 
sive procedure. The analyst o.r his as-sistant has spent part 
(jf each week reading document-s and prcce.jsing them into his 
•filep xthici'. is constr'ccted to .fit his rsqu3.rements = When 
he begins to xrrite a paper j he natural.ly will rely mainly 
on his own file; this is x-rhat he has spent tiae time for. 

In this ca.u.e, what ai'o his dams ads on the* centra?, sys'teirit 
He xrishes to use it. for insuran cs ~~ tl;at ioj he '.vants to 
bs siu'c that he has not nissed information tnirough inadver- 
'oc-ncSj disoontin.ui.ty in his filing operation due bo personnel 
chaiges, ixli.sences, etc,. 

rij.iat, 'thsrij does th-'. resx's.aucher require ;rrora x-he centj^al 
.system in t.his situatio:;.? He needs a pattern of .recoxurse 
{issent.ially simila.r in eitructui'e and depr.h to h.is oxoir, 
i)ec.'?.use this is a checking operation. He x-jaiits, ih.sn, 
jjpecificity in ,ju.st- those sub,jf,i?.t 3 and prxrts of sulgects 
b.c rsquirer; fo.r his pwpero He 'iks '.Ca-euuy invested a con- 
::,.i.dt!i’<:-blo .'.mount o-i' time in the raiin-:'.enance o.f his oxjn file^ 


'j'li.o corifusi.cn h''u,'e is woll il lustra. tod by tlio Library Consultants 
■|.i!.vvi,s h.v.os, ih'py state Ihe.t ane.'.LyEts must ma;Lntai:a porsoiuil i';Llc.s 
on a 'i.i.a’ge scalo because Ij.brary scrv.;.ce i,s p.ior and undependable., 
I.t' tiiil.a is i.'fjanu to :c’cie.7.’ on.Ly to a aiattor of degree, i.t irb.ght be 
vai.id ; perhaps the .sinalyuts or- resc.n..rchers are“n5't'‘ab}.e 'to trust, 
ti'io intello-fax ,'iyot?.n;i tc. geinrate rise filo,s vtion needed. But. if 
it iiT.'plios Tviat the .■•.'neiyst. ;-!yatci.i3"ijou,l..a bf- .ilmost uunoecssary if 
7 'er.a::.?.v'di!.u,:';-. .aou.d trust t.ho .'jetitro.1 system^ it, in no't correct. In 
'u;on‘'''sr'.t.i.o lal" J-ib;cary f;i.xj.ld 5 , ’.ju.it rr;r;oe,r.,iie:L’ wau’lc. ex'on wi.sh 
•CO ooziipl.e bc.ly o\\ x,oo 10::* C'^^^'-v-o-dr^y ^-rcbloniBV 


; f ! .1^. I' 
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h-i K^-" A.- pJ'^spficrcd to inverri naich rrore in raiirieving 

r ■r’+‘ pattern from a rjoi’G G;enerai one in the 

system., Honcej if he does not receive tee informa- 
^on he tjcnts in a form he can use mteout ino imch work, 

wants a hich decree of relevance -« 
rilv ^oes nox, want to i^ade tlirough many ca/rds and 

cuir.ents not directly concerned in his 5'e search problemo 


If tliis were the sole use jloi* the central ^stera we 
woulc. have returruKl to tlie diltiinira noted above each 
mia3.yat would Like tee central system censtruoted exactly 
to sulr his noods:: the ii^iail stemetures necessary would 
contradict each other and the general reliability of the 
central system woited be nullified., 

probl em for- which n o ana lyst file exi sts 

At ttie otJier extrenis. v:e havt? the case v/hsre the research 
hfis no u bfj0n t^rii^ixcipciticd. ist> "tlio oxtoxils of niajji'fca.xii*=» 
ing a fia.e establi siied for it„ ^?he structui'e of the problem 
has ch^ged, its fii'ea. has clian£;ecl, new areas of Imowledge 
not anticipated bjjfoze^ are nc!.? connected x-dth it or the 
problem itse^d is newa in 'obis oasej, te^e researcher deter— 
milnes that his Oviix iTiles are inadequate te onsx-;er liis ques- 
tions o He must rely on the centeal. systeirio He has to be 
prepE-red to xicrk at ths ansxyei’x! «— < since he has not invested 
•the time in hie oxii file for teiis purpose, he must in.vest 
in the cen*jral systesm., fo ansxfei’ this 'type cf question^ 

■the cantra?i. systeni must, remxdn rej.atively general — for 
the' key- t,o thiis pa-ohjlert. is ttu-? dynamic aspect^: It is an 
aeLom (at least wi-Ui "intangibl.e" or abstjract subjects) 
teat n.Gjioility j.s only possibuo at -Idjc expense of detailed 
specificity at -tec inpixt stage. 


The researciioi' must be .ab].x; t,o ask trie central system 
for infornubion on a broader r.ubjecrt than his new problem, 
and t’nen must be ab'le to invest time 1(3 isolate -Uiose items 
pertinent bo the p;cobl&m xathin the mox-e pieneral population,. 

This is -fclTc in-;por-fcant basic purpose of the canteal 

sys-tems its abnJu.-ty -be generate 'iihe cinswers 'to new probleris . 
Tlie gon.xaaLlty xjf the system j.s, teere-fore, to bF'cjarefully 
pia'rdsd. ir a coni'iict .arises, betx-jeen the needs of the 
researcher in £;itii.:-ition ’''a" c'l'cvx: ,'ind •bhx3se in situation 
’•b", i'lio second must net be sxicjd.;!.iced; fw the analyst 
sys'bo.m is the .i'irxd. .lire of defense for sitiu-xtion"''i?’!! 


■C.-.a-E-T 
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■Vir.r.tur - b«txre>.a C;CR and i:he tscasm&r . Sinc-fc critlelKffi avad 

gi"«:at deal, of ciontrcTei^sy sl',:*1so at, cbla ;ooi3'b, ws crau'!.' si-rs-Mlnc: 
i. c ti'j fjcau;.' dfebaiE. Xe i;hv.^re an.y'bhia/j' ^-i's csa say,, ixi gfflfsarai 
abiji.rfie.t.ed fV|^-2 dl;;‘iV;rex:’.ce 3 oat,','Teca re 3 earcij.'a‘i;’> abc)Ut> 

the ro 3 .c-: of OCR EZ'.d th.'u-; eole of tbe v' 23? arch;;?'? 


tho j.'osaavcbax'” sIkjuIo. parfofffl 
li.s rosKarch^. TMs- agents 

I'OT'.'C i,*i;:CeGJ-''5fa (ottUCC ’bl'illlgi.i 


w; j,oa 3 i a.t operations 
5 t3-3 }ri]CK:r. Emt dean he do? 
on he hca located, .Bat hs ha-s 
tioa, lb.o crviolal (vaaction 
resnoo’chor In Iccatixig the 
ii^cLVoiea a'ibart froa the iteffi.P 


' The firnt, :.’Kist oiraple point is; 
sj„!. fraictlo-af! nit.eVi iis.v<:; a -yEtlue for 
that the central ayatea ao.st not psx'f 
being eauEO.). It, is eej-iy to riee tldn 
nerfortttod. by the resesxcher :ijx xiEritlo 
Of courae., he pni-.s tcg;et.hc-r infox'mntl 
Eilac' splint, 'time locatinjC' this j.rjfonTi:2 
in vhetb&r there ic auy yalue to tht2 
iDfanrEvkion,, in i.he actual grocer, a o.f 
located. 

In E!SJ5y resatv’ch slivara-ticsii!?. {thou. A not in. aJJ.) t-hers; d.fci initaly 
i.o value la tha nearcMng pro;; ess. Ta.i';i in. a Ira ta^lEVtle value, one 
whicb comvtt'ji'tly ;j.iiix-5ir.'g'ec.! on t,be rt/rinioksr ej i0:;.nd while sex-nching 
and ••■rhleh hE-las him to dlnco^rriZ' new “.Eiys to seoxeh, and to ref:-jae 
hie in.itial byp.)thK3is during its; teoblr-g, Tfeis is faia;s...iai' esnouga 
to the’; acedcHic j esei'-T-cherj, ui,\o, in ;'ixy tiUE't uouBln.y do hla 

cun .'.!e-'.i.?c;liiX'gT”" Pot Jjc, t'S-rtf; of ie:,;? or; sat ion theory, searchir-g (.or 
"b-rows’lio-" j la a -orocess of conti-nnon.s .fef^clbacP. nkich e.Ci!ib.le 3 the 
eoarcher'^to aItoi’’hiE.; ee;.o:-chJjig ;2t:..Vit2ai acoorchnxce with the 
■*te“?3 h'-.' fix'.dt ill t 3 , 2 .e ssrrrch,. Hie Bt-n’ro;-. w.'.tb a general. (o.ft.sMi \f£.i,y 
tentative) L-:ypoci;K!3iy.j ;;rxLch .'.eackJ h:Li t-n c.ertt.in placeu^in the 
col lentioDf i hen prcocoitbr. to b;nrj::i...;h oat frem those places in 
accordance ’.rith r.nw l.eeil'v?. ne;'r cc£ah:ln,at i onr. of IdiSEu-s he not 

'-mt.'icinate. loc crtly does thda l.E-n-*.;;. '-^o ‘leov.& land itnre 3 e.Lf:ct 3 .ve 
Ej'^archint in. the co;ili3a'ti.GC;, but tho a:i’.:!cess ;ev;.i3 C‘3 j.’' altc-x^s his 
ok'din£a.~hyi.' 0 -h'-^a 3 - Se;rrchiv.xs ei c. .xrurctioa in this _ senfie is 

s'-nii’ar to ctuac rceKCrarch prc<:£GE’.es ; It is a vtfe 3 .. proce;-;'!? 

of corutujyt'ana!.5'3is. end r.yaths.sia . '.rh-rj, there ca:n he 
hfarrtstlc w.l'ie to tho lc.*c.ai-.i on o?: ;L.\xro:ricai,;ion, 

i.f f-i.l -’.eorch prbtjl.caas- were of tuiEs t:/p£„ aa).ci if the 
.... Rvi all tfei t:Lia2 i.n the 'oorl'i, nc. syatera tMt donied him 

i^rir riiati pj’iZ oonal to the do /. 

clanc-vod t.U'*der; v'ouJ.cl he , Ior)'<fver .j, riot 

of tlK: •-.ypo <;'h.c.t‘c ioarclJuiTa hsun’istie value can be 
Vt’C!?. v.i.,":; acarc:;.! 'orccesE, EavL, 1.:a any c.:ic;e,, the lataXi.ld:a.ace 
la-i.^avs s. deacn:i.r,i:;. Tiic.’ iv.todlof&x tr,y.oieffl 

3'ix:a;E; a coEia'o;nirc5 hero; it dc.es not pEiimiit icr force) 
tC"'^Z-e‘u-rter at br.MJse la the docria.rvai t.heo&elvea vdtMn a 

"f"' i- ■.■■•.'if': ov.i otlxr hv.-id . it 1 .'.i :;!ot c.lixsea; 

oiar'E'C-' .l^■.■'-'■.i■. 
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.‘•C i”'i;£,;e'fi.rch-2r t.o HGrA'ch care. 

In (groups vr.’iJ efc Luciude tbosa jaci: p "o 
applicabl-2 , 


j;>sfe‘r:ij 3 CS)& to d;ie!.s.’2e5its 
■ lias; ^ihosexi ,:- ?aaera:Lly 


Jj-\ any caicre'cti eitiia'cicn, 'iihi toXq ei’ OCR and tb;a.t of tb.e 
re,.-.eav'cner ohoul':! be clei:? ii:>r.;vd by ;re'ferer.c& to t."a : first, 

Lioi-'' fciiiic: daifj the ree'c'ssir\';b.er ’Z-rivBn fimd^ .a-iCOJid, csf' hasr Kuoh 

Taiu.fe id thfs sd.a.-i'^iiijag can 3 to t-fes r'''.’'C!e3i“c:h ".■r- 

^v. The paty.;Ti of the •ijafarmatior! apxL ctf t'ae recjufiate rip 
p atte rn of racoiirfe.'” " 

jjite.u.of a-:: is exT-setsd, te hanclie all icoosaing eij^tesified 
ciocnniJint’.n g^io. to cerulce s. variety of c:Uito2isrs, oJ.! 

difforxiyi pattern!.: of recciivna. Thui'-j t-hai'S are a manbsr of 
diffej.'er!t ti'.rpos of iafojraati.on and cc.tixi’ija?,.r tiarj^s uiiich liave to be 
sat.lsfic-d s;i.niiJ.t«;-ueo'!ja3.s:'; no vender in'ccdlof^-n!: in act parffset rfor 
everybodoi* h-ivi al-rsjady touc’ied vper.. one of dif fisrencea : 

thpT iiiie 1:o iJiicb J.xite3J.cfoo:. In jsAb ir- r 53 _atic‘.v 2 to tine arieJ.,y!3tt 
.system:; . of the ottor (Llfferencs:! (bia thn following; 


Ifetur;: of the subject Eattsa- of i£;ccbi^S doce aeatg . 


nceuni':!).^^ c;iitsrinir, the o^yoteS', tlircoshout the 

varrloys disciplines, ’'f-hey includ'e scientific, vooiBl 
ecilentific, and i5peciflca.ily intc-.lligsr.ee subjects. Thei's 
is !i fireat- diffevrence 'letireen .vUb,-]ects .ralated to the nat'ersd. 
scieiicect .-uid tiiof^a rraloted to po.\itic5 , ecoaosics, etc, 

'Ihio c;:Lfr( 5 rence- vita..!.!/ affacts the ir.dexliig proeedtu-e, 
Refeirring to tbis varioni: sittearptr.' to b,e;'.,vj.se new cc^ding oystes® 
’■"■..miteriBi:", "deneviptors”, "?sac}:.5.v;..3 i.'ing’iages" , etc.), 
lierbsjit Cob-laas st-rteii tfcit they sdi re;:’ err to science and 
tsicliDicloyf, •siie-rc ther-e Is a rfali' fegres of stemdyjrdi- 

nabion a.nd' defi>.i>.t.ica of the tsrsi-. 'OSJsd, aithougih it varies 
.from sub.jcct to subject .... Accuracy Jn dexjuinent-atitm must 


.foD-loTti' ac'jvxacy by sub.icct apeciallijt:: ..n their lu-ss of terjis, 


not "<rlce r.eraa ..." j'.;?. contrast, ho iiuotes Barbara KyJ.s’! on 

the aocii!l.. scte^-'-ca.?, '^'lere '* ... tliorc. 'vsry 3.3.'ct-'.e 
•i-vrecicioi or rrt&r:!.di-r(>.;-.;':atr 1 . 0 'n of ter'tid.vro.'.ojSf (ind s^o 'conceptual 
iicatirer'’ no. a jlmidsufiirwricJ. di'i!.".i'CB.c.k ncs T;.;(.'C.:ic-.'ixls’at.ifiii. ’h-.n-orc 
eio'^''UxiZ -'dvr: probl.'rii of rsipid rstfievall of ta-o or rioi'f.' 
de.curieat .3 on the s.asre ;-ub,].e;';t, we fews v:o solve c mcffe ddffic’di 
■ na'n!:3.y hov to b‘':» finre 'vluch t’Xi d.^cV'-saits cure about ths 

r^:-Z Qii&. th-K brjw to grt snro.i?-;: no cjril that thing by 

thr^ i?./aiV3 ryrrioc:! 


yf' 


iyi--"':hocUv Taclro.lqaoi:. 

'"Herbert ('oblix'r, ^ 


Jnly iS'l^T • 


S-i;-!; .a-.E'-T 
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fchlB a roiMgh rul.e-Gf-thiiiab;, -tbat a) i^acMviG proc-ni-^sx^ig la 
niui'b:ible tor this typs of ItciHj, b} that this 


i}a 


C\i rG'briSTifal lends i\'sal£’ 'bafctes.'' ■fco 'the "ia-SJ-jraisce” afse or 
3iite.iJ.ofa;i tbaa 'iha Sntangi.ble cmb^cct. Oiitj f?jrtb.sy 
cdAYerance: in uearcfeisg csrds irit-Jsin t-ba Intellofax sj^steSf 
<-‘. far loHiiar- biHU“:latle iroJ-ua csa be obteifirsd fear th.e rsssaircber 
tor blieae specif ie o'b.1ecbB« 10/ Siiaee this :1b trtiSj, OCR 
can more !!.sgitiQ£?itQ3.y tjake r>TOt° tbs sejarfcMe^’ fjjknctim foi' 
the reatiaster and perforra true inf orsation rebriswfl functioas < 
isj the bfisic reaj3saiH)g bshind the sejparata ezir-teace 
Cif the Biogs'aphic anci ladiie; trial Registers ^ bote tsf' ^rhlch 
parfoi-m i-’sf'orsaatlon s’eteie'sal iss tbs fi3.13. xsexiss. 


IttteTigibi.a or abstract isnbjecta (dofisad hare sfepl;^'' n/z- 
ibose not cansidsrad as specific Gaaisd objects) different 

bcii.aTior’ ;Ln the clasBification acheate. Fixet of laLl.^ sneh 
s.ubjecto fire far iffiore susce'ptible to consteiit chsuagej, eince 
they are rcolatea asoro elessly to the conceptual thought 
iisttera <£ the lEcaant. The;/ sust not^j ttereforej, be codssl 
in too great (letaii^ lest this force the future psttema of 
reccui'se :Lato a structure vaili only tc-fe-y. SuaceptibU-ity 
to ebaage, tbsia j-eade. to Wie rsQair-eESc-nt, af generality. It 
is for teesa tjjizti of :siibjecta'. ttort tbs code nsaist rtsaalE 
general rs-o that- ths ©yintisa can be used for gejiss'etiiig new 
i’ileo ;for ae'ij j>rob5.Cj2S la tbxi iiutui-e- It isa for the subject 
approach that H,P„ Labn’s dietiin is oioist applicable j 

"'fims isay affect a oyst-a Lk a ... ■tssy teat aakecs the 
shift of .skllied efforct to the output phase XBsre dssli;'ab3.e. 
l&cesnir-s cd:lti&g obvicaKly iiicreexes tbs lihelilstxjd of 
bias due t.o current teterssts- e 2 n>crieaces and poiats of 
rieir. liha c0in3C(j,it;':e;iee tte ueefalneso csf the ssysir-ea w:l:u„. 
be re<hiced an &x!phai 2 <sci .uad iaterresta change. It wouid 
therefore apjrear tirat the leas ilnforauition is cJjasaified 
and contrnctcid at the input;,, the it •trill iDiad 

xtaeJS to dyiiaaic :lnter;!a:“et" ticiJi at the cutpat ...... ” ,13./ 


Fo',: 


instn.n-cej if a :zz’S:Jc‘C:LCchc-T .askn fo::“ in.foi.’EjS.tfiir.i ‘the Firct 


Faysicwl Inotltute ovi. Ro-ytock. he .ruu,:? .ei.! pdis-'nicr. :lSBfcitute» JSio 
Gcr-'cr.n.T" thoi: iijcrt'oexis tee cjsi'di tv3.t?-'5iK”iing, c.f .rcijrae,, "ihat the 
citetion b3yr.'3 the :l:s.3ti.tute ninso) fai’ fcbe RoJi'icch. rte 

finii'"' laa&3 i.‘or Itis i7(s.K.''Cii;I:cig i3t3:-,ifc-:rgy ar irltiel i:? 7 not.bea-‘i'-;i l-u 
the vircccns of ej.lj:aii'!at;L';jg reSte-tmcee: to ■bbe .BT.’osde!:,? rfechnische 
IJf-nbicfauIe or' to the jJ3.t.'titatc=!.‘.5 of 'te? .lcaiica:iy ci" St;;leaee;ii or o.r 
Grelf ''.toive.v.g ity . 

IJ.P. lyJ'ra., Il M JoisrasJ. of Hescorch end Octobe-e I95T. 


S.F,.C-R-:!3-T 
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1-i.i 




Hot-e tha.t this I’oinrorc’oes our earlier c( 5 UclujKic»n tbaij •'cb.e 
reesai'cher imet b!i- •tjre'cax'-ao, 'Ic ia^i’est raoi'c -(aims rln tte uae 


of SjiteLlo'fax las •ourroKt: 


■fco «Gne3rafe a ne'^ file. 


A furtber polrit can be made about thtic-e Iiit-a22gib3.e 
Bi'tb.jects . It is here thi'.t the. greatest fcaia-istic; vaJjie 
Jicci-ues to th.^- reBefu^efcer hliriaelS;'., 3uid> ther-sforej hare 
uhere OCR has lesiet reason to aeeuiss the aesreb. function. 
Failure to recogiCiiae this laao's to 'irdsunclarstandiLna-^- fost’orean 
the ressaj'-’cher and those respcacibls for the centrs.1 system.. 

3'vn. tfixan^jl-a of 'this is gives; (for conventional libz'aries} by 
/il3.en Haaao: 

"I think the trasUtions;.! conception of cataloger and. Uffcr 
'iJorkLng at cress pui’pcijes scJssHhat casks an iasportant 
intcriectfual. cLlntinetion- and I siisp-ect that failure to 
underataxid that cliatiscticn produces icont of the hur-t 
j.'a.e 3 -ing 3 rreoug librai’iasis and profeeecrs. The ciitalogsr’a 
aia . . . io to provide logical i?=.ad ccmxilote coverag;e* of 
p<i3Gii>il.i-l-.iei5 or realma of Idca'j, wbsreas ths user alEKsst 
a-l'i-rayi.-; caaea frau one poict., looks for a choice of ideas 
intaroisti^Jg to h;?ja idthin n narroiv rangf;,. esad i£j not at 
rlLl .taterested in the intellsctual cciff^tleteness of his 
COTorags at this: rioffiant. He is looking for one fact or 
theoryj 3 ;id does; irot stop tc thinlc ’whether th-era may Ik? 
other intellectic;! post ibilities out of ra;age of his 
ni-irrov.- in-berest. Hence the cataloger is our^e to have 
deadeood or useless headings from the uner‘3 poinit of vi.e(.?f 
becauus foz’ the lucment he le; i.nte'rested.^ eay^, in sr.esi;hetic;r 
only and )>.ot in the i-orger field now covered by the new 
?ford ^rzioii.og;/;, Or if he h3.pv?ans to be an enthusiast for 
axiology j. he is a bit put cut becai'-se the l:l.brac 3 '- failn 
to redo” eu’J. i5ub,3ecfc cards to fit his newly coined rrerd fo?.' 
a par tic a!'’. nr app.\"oach to phillosopMcal knowledge. The 
library hi?c rigi\t5.y aGaigncd sub^jectE .for aesthstics and 
ethica., eaid ;Lt •].£: not to bs attaclcecl because it failed 
to antlcijr'Ut'c a. E'plintar iio^/’scent omc-ag philoscplierE 
that v.en.d-3 tc ccrcbine tvTo lc.gi.cal divisions o:f pluilcsophjf 
! 5 .ndo.r one ftinati,ona.l 'troed. 

”... The 2.’est?arcb. usar’ app-’occiieo the catalog by cutting 
across the lines n2cc£!K?rily laid do'un by the subject 
cata'Logor . 'T:ha c.ats.log ja.'' .ruat Jceep the logical divisions 
of kaT7'^.rl'";fLgo aa;j. present 'those; under which the beyoks 
belong, .lh.it c.xc:f.;p-::. po.o;;rDly at •ti:.e vrest eieiiieatfurj' ievsl. 
the rc.'aea.'.'c]u'.:..' u-ter never "i';i-'.bec to se-e all. 'the books 
about acsi;ha'biC'o o.r abozt iSth century Hlrsnc}? Il'’i;eratx!re . 
I.-nstced.., Im v,vj>.'cz 'to .-r.i. rd ,'h;i'.d'-o.u jXi French .litbrat-nre, ondi 


can be no s object entrj’’ — at 


not 3in'r: 


S..H...C-a-'K-a; 
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-?> if.tii vir^ for later llEei'.Br.ioVi blio opecolfic '^^nyo iu ’vih'.c'; 'blie 
liroaovo; oyavor: bo Ia;o roved, r.b ;r.ij' bo obcibel -d'. tblo pi)i.rA' bbtd:. b.be 

nyiiXG.r yirovStl bo be a vor'iceb?.e rescoi'cb cild for t\ nv:iibsi’ of turr>.,'.yi3!;.i\.. 
Aitbo.' jh trmercu'i oboj: bc;o::ln.S'i vere acbe-I by tb.e lo3ivicviiali.’- r33poo>!'J.'.X£:'; 
to tb; ciueciv.lctetdirO;, •blio reeultu iollcato gensral. cavlsfi'.obion ojKHig 
c laiVi-' Tuiri'dr of ucerG o' tbo bj'svoti- In j. eByrctvr.e to ilie rvosbioa ihj- 
to Eo.tlsfuctlon wr;h"’tUe oyrster.; 21Yj or 'i3 per ceub cf the til's 
iiidlv.l v-.-f’.la vdio ivtated tout fcbey uoed tbe fij'rtom falical oA tbat the 
service x,n3 eS.tb(:i' Gatlr.irl!r.to:‘y or iTi.m.- th;n'. sotief actoi'y. Kore oltiiiifl- 
oaivo, perbapo, it; the- fow; taut iiarpi oi' the aualjr-ts vho note that lose 
than 3 per cent of the douatneuto ai-:- pertinent to a givou oi’h.lect, or 
th-it lEOi'e tr.xa:! 50 per cou-; of tho pc- rb. 'nent docuoontD fail to shov I'.p 
oil Bii i:.telj.c-fa;c rna, atiitc-cl (.'a the ^ut-ctiorioaire that tliey verc r;sti.LiiIod 
or inc;bo tha;;; satlsricd ',e,v:;a the oystim. hr, I'r'-.'iGbt ont in the round 
tribio aiRoueEicni., analN'iV.s k'O not .inno-aro of the t reneudoua probliauj 
in the retrieval cf ;.nfi7r.;riticn frer:!! a vide voi'isty (oo BOue.'eoE 
by iiidividuolG "^nVfch viidel;.' va:-yiv;'j rencrircb need;-.. 'Jncler ccrtali?. olr- 
cur.r.t;vi:oo, reseorcboro eap-eoi; seid rsec -villini to e.v:jni.re r. rast saoutrt 
ol’ ica'ti^ial In oidor to f..ad the iK:forn.;it5.on they nj-crl. 

vVrth tie >i/lo?tioa the specific Ki-cpooals of the liaoh tasiij •<.he 
pr.isoiv '- 01 ^. eii ct.n bo eirpucted to do Q bettex- job for otaly'e-tG in tlie 
iVhire- Ketcobion cf fan oysvci: vil'L aJ.oo enable u? to fjathsr matei-ial 
redded -CO stray certirbi probli coi in (peater depth. Ihe expiErieuce (ic.lno'd 
in u": 3 ;x:vcy cf ti e over-all prtfcletrs of a ceatxal closaifico inforjcrticn 
tij'stoii, vr ontlit ed in the Gc-i.eral ratroluctlon, h.a 3 not led to nay 



tcrvh'vin 'i;e CG.n c.pply the ooni rete- nee':!' and facts c-f our Dituaticn- 
fv-o 'itcce the pi'sseat nyateii ic; co cMeples (covering no Hi?,ny different 
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T]PR/1"27 

the tack tcwa) \;lll cmble OCR to make a Jud^inont as to the type oi' 
Info'nnation retrieval cystem uhicti vouM best serve the needs of the 
oQeDs'.y. 

Basically, the futurs of the central systen can lie at either 
of tvo extremes or at various points in between. One extreme involves 
the refinement and improvement of the intellofax system of the past and, 
ultirsately, the further develojxnent of these Eodlficatioiia through 
the adeption of Minlcard equipment. Tills would be another step In the 
direction of machine maaiiiulaticjn of coded and dear-text Infoimation 
08 a central and genoral-purpoEe retrieval system. On the other hand, 
the central system could lie split by making a distinction between named 
Qh^ects end the so-called intangible or abstract cuhjiects, aa defined 
'and described in the Gene'ral Introduction. ITamed objects of all types 
could be removed entirely or treated separately, with varying approaches 
up to i'.he full informatioii retrieval capacity of the Registers, and 
could he subjected to Intonstvo machine control where necessary, probably 
through Mlnicai'd equipcceut. It Is for this type of material that OCR 
can prcr;lde more service to the requester since, aa noted s^^e, 
heuristic value is much lo-jer in the pi-ocoss of eearehing for the named 
ohlscts. The subjects rcixiining in the ISC when the nanei obj^ts are 
oepai-at^ (cither physically cur Icgically) are the abstract subjeds. 

They obey Luhn's dictum tliat flexibility requires generality in the 
inmv, since they arc mcr«f subject to clisnge from analyst to analyst 
and i-ran one verioA to th<f next. As already noted, the abstract s^- 
Lcts present^he greatest heuristic value for ’’browsing. Since they 
"T-e the most susceptible i;o constant cliange, being related to the 
tho'orht mttem of the mauent, thalr encoding must i-emaln genem.. so 
tto^the system can be use^d to eenerato new files for problems rn 
th« fut'irc. Since these c.ubjccts ere more nmeuable to the general 
ArOT-ach the role of the machine in Gcarching be less important. 

th^s t'/pe of subject would probably lend itsehf far better to 
SreVeueral treatment tlmui is possible in the present mixed intellofa::, 
Sing perhaps best suited t.o the open catalog or f 
^Tvo categories of named objects— people 
•have already been eeparatc:d from the central systera. roth ^ and .T. 
orovide full informtlon retrieval, and possess the cavity -to piece 
' frapmontory Infoi-mation. Another category which might he 
brohen out and handled in a manner similar to tha-t of BR and IR is 
of ’’organizations and Institutes," At present., no one holds^ 
itrA TCApoQGlbillty to the \jhole of CIAv .fo'r retrieval of informal. ion 
o'S^tMs’ty^e of named object, which Is amenable to separate treatment 
Ars 'rvhV collation of fragmentary information. The need for more 

over Place names, ecsential to t’ne geographic researchers and 
engaged in ''reality’’ _tud.les, has been ap^-ent 

the ccomcnt!) in the cueutionvmli'eE and roinin-tnole discussions 
(cec A^piy^ndix 6 )* Althouo.h piece ioatnes could be bandied outside 


S-IC-C 
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'rai/l-’28 

oyst.eni;, they beat be handled \;ithin the 

the selection to depend upon the iinpor- 
t -if p^ob leiii as deiein’nlned by furthear investigations. If 

^ ^ P^oDlem of ^^ufficient iragnitude^ the specific location 
tp "ep ^ocu:iient could be coded in a rn^.nner similar to that dene 

locations and place names could be searched by machine 
sorting o This would require a separate card In the Machine 
on-, but ihe card would bear the same addj:*e.ss (dceumsnt number) 

searcher to the Gav;ie aperture car'd as the 
pj.e&ent subject caixlso 'This process would lead to on area ??ile of 
aiuch gicocioer depth tiian is now possible but "irculd entail added esqpense 
•i-H coding iTnd ‘punching « .i.f this problem is considered of insufficleivt 
importancie to warrant such a detai?i.ed approirch;, place natnes could be 
left in idle present system and the burden placed on the eitatlonsj 
uhereby ciahing possible cyjick hand sorting front larger populations o 
in either^ case^ the^ citat?-cns should include place names wherever 
xoasible (see belowjo Mother kind of named object to eensider is 
lacxiel nuincers or typeS;/' a category requested for tsany G?iR and some 
031 atudies. ‘Fceoretically; this cat-egcry could also be fully broken 
out;, buv "tile sains tsnta.'bivc conciUGJ.on st-a'cscl a'oovs for placs ntinies 
hsre; It, laighti baVeei' "fco handle "fehj.s category wixhin the 
intellcfes: Gyet-ea-. Tl:e alternatives are liko'-rlse similar to those 
c.i cad foi' place lU'.s’eSi Xi' v,he coding o£ aodel nunibars proved to be 
dasirabl?:;, it coi;.l.d ba acccipliEhed in one of two \ray 5 i by using the 
present card id-th four- diigits reserved for this pirrpose (obtained by 
reducing the number of colunvns devoted to soiu'ce locator;, as suggested 
in the report of iXish i’ea-a #3), or by adcUng an s.dditionsil cserd as 
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. Ass in tl:ie ea 
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’0-5rCh ■ 

war. unnecessary 

tr.t 

ayste 

ill:, the attempt 

’UCt 

> c^ubj 

eetS;, and to re 

,fic 
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3..> lias resulted 

of 
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the run to tlie requester’ a problem seeas to be irtversely proportional 
to the gonernj.ity of his recuest and the corapletenoaB of the mn appasa’s 
to be.ur close red.ation6hip to generality. Ihns it is poEsib].e that 
relevance and coiirple-tcnesn o;re inversely proportional . This can be 
illustrated by the OS'i investigation in uhicl'i tiie; runs dealing vrith 
apecific objects f:Xb.ibitod .io.rked].y different behevvior from the run 
d'{;a3.ing '.Ith o.n i-,l>Gtro.ct. subject. Sie runs on xiassenger cars in 
Caochosi.ovak;!.'?. and i.'..ruckfi :ir.. the USSR siioued 93 po:;.' cent and 97 P'cr 
cciut relevancy^ reepectiveli'. Kouevsrj in tiie csioe of these tvro runsj 
the &nal.yst lind in liis filar a great deal of udt'J.tiLonal material 
1 /hich di'i no':i ap]r.= ar on tho: -tape (95 doeument.s in addlt-ion to the 134 
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clianso, a Tar thc.::e re)xrt;ive:,y 

rei,u:i:.‘o a /past dca,. of ^jork oa parb cf 
.ta esarcaing -.ae aardc,;. Gi\ioe rc-'l'-yaacii.' tr:'.!;;. bt low. Ill 

G Iv^ ’t jixCi CC-ilC) '*‘n '■ V''- P V >■,/ .'» 

1' •tin-'— ' > 1 r.t U.U *4U u 1,.-', ...I J. -4,y P ijiiS ,-.ti j.'Cur.ij. 

Goje.rGr; -v-dll Iiuve a uj.iv:;ri:;e to Bec!.:r::ta and 

tbore ba ofi]}a-d;;.y to hc.ndia those 

conditions vjbieL afieut the e-^atra-t 

•jv. atoGo cl' •Ghco:^^'' the laah oi i^ufficient i^ifoanaGion 

'cao ivolca looming natc the oystem and Dfooi'it the 

v:.n^:LC»ur‘ needo of: xhe corxf^^ae^:^ n^ko e-n ‘tv'xe^O'nibte choice ca the a5.vec-^ 
eyate^: 7)r-La£v?;ure at this Foe i;;. 

Ct.-^o.,'.y .7c; h5.'-re s’Gatr.-:--:! t.n!:.'t/ ii the wietue-:; chji'::.'ev.;3 ''s^ro eei.TOV'edp the xe-^ 
(nziucxo: 7Jould tt7;n be beet Icrneled in a iiiero anti 

W7;;e\cr, Ginoe e^h ouch :.cCT::-a] evtaxho the c:-^e,’tiDn o1: another 
GVBten-^-.io hoodie the :reirctod material ia a dotal xedh spseifla; mfxchiae-* 
iBenitulated Viiiinnar, 'i:e read to tnoe snuch nioea •;;l>^:;n v?e dc abo’it the 
•anaixal :yllty of jucli de'l:ea.led treatments^ Fa sioat Idencify ‘dhe intlai- 
av.aje vivo neai nacn xax the :ve].ativ-.r :anaosxanee of tbeix^ naodr;; 

OLd the -xidettCiialrLi; of tea eaalysto' sen LFJx-j eo their poGevitial 
uae cf Such ' .. fhc laash dl^cereared that Ojiis'ting reeordis 

ax eat CO by the Inteilf-fGs: t:iycl:€m ere or* little uee in vravidlr^g ancrora 
to oheGo cueGt;lo.is> x^ecards only nrerex'v-e tbo^ oodo' pataerns ae -^ 

qi’estec. aod aunber of hits cbto.i*;;eo. In tlie e(;er(:hinr;j together * 

•K?ith naxio ana office of tin lecuester. vha test te: 7 m requiividj: in 
acidltlc.u to this data-, ii:t*c:cxi:etloa aboat fre o::*igii:L?;;l need a:!" the 
-cjmeotor, hror ha intaDue.; to use the run in eaiineetlGn hia ces 

files ;, iiov iii'.s oalfvXv-.uj. i.;:i:'nu:i.r"c.los Liras looxlllcd in oiyaxaraGr; 105 X 3 uioh 
tea Crai^oslte Grxup- and :a:sj ?uoeeGalh.u.ly ;bo rini s-ec hia noifiSv 
Va37i€UG mceotr saeh oo derailed Olln Gtofl;ya the truest 10:1X015X0;, a-nl 
••:.he rciMd. -table •J.ioce.esic rtsoe used by ’■he; voo:yi to 7:ib‘ba:L‘r3 'this 
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C:c : .e 

"?he ao::;d ;-^or revisi.on ol’ the 
lhi..L ii'ad U5 no-; in progreoa. MaT.;/ a 
task team h^ve noted f3hc>xi:c:milngs' in 
vhich ■che;y nioi^t faaiilt-ir. Ii.ipxv 

xccouc 

ceri:^cl \/ich vaz-loue sub.^ect^ :l’.i tivie 
the code doi* geographic reo-aeoh has 
hppeGcti3:j6) o .Although revl3lca of t: 
ove3;‘;::o:iirj ijome oi‘ tbvi- present defilcic . 
blGr:s :l'afce-r*Gnt in the pieseat oystem. 
Lauet oijr.uitcueously oer;;e tie 'aeecl^5 
anci ciiOGc liiCoO needs are core 
everyoae. But, as pointed rat in th' 
major aurpocse of the oe:trei systeoi :! 
changing conditions, while its second! 
suranctj foi' researchers who n-aintaiu 
ponsJ.ble :?o:r the revioien ahould not 
3 pec it *■1* C ' ^ I j C-V t it sacrifices its prim:: 
consuniers vitally concactied with nay 
sought.; o:' course^ but authorit 
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necessary to exiplain ex actly what that pur- 
<=°vars and. If necaaa^yT^at it doea Lt 
caused die-p^ o’/crcc 2 c come of the TOgw.eness which has 

results Studies made by the task team, the 

centa/rp of , 5 ?^ appear in Appendix 5j indicate that a high per- 
threnLf directly to confusion among 

n„mKo^ pi'operly included under a particular ISC 

difficulty encountered in the past in distinguishing 
-ctwcen research and production is an cb.^nuo example of this con- 

this, the decision as to what to in- 
Tco heading will be arbitrary. With a properly annotated 

t, hoi;ever, it should be possible to obtain consistency in the 
coding of items under each heading and in the retrieval of each in 
accordance v;ith the expressed wishes of the requester. The consumer 
should receive from the Composite Group a full explanation of all 
subjects which have been considered to fall under either research or 
production so that, if necessary, he can modify his request in 
accordance with the distinctions already made. The selective follow- 
up program of the Composite Group will enable those responsible for 
the system to determine whether their distinctions need to be modi- 
fied in certain instances. Following the full annotation of the ISC, 
a complete alphabetical dictionary subject heading index should be 
compiled for the use of all concerned. This will help the consumer 
who is not familiar with the code structure to locate more rapidly 
the items he wants. 


S-E-C-R-E-T 




An- already existing tool which the task team feels can be 
modified and thus made more useful is the file of standard codes 
which is maintained in the Analysis Branch. This file contains code 
numbers selected for the retrieval of information on subjects not 
Included in the ISC (for example, the Sues Canal Crisis). Organizations 
are also listed In this file, together with the standard code numbers to be 
used in retrieving informauion on them. A duplicate copy of this Authoritv 
File should be maintained in the Library for ready access by the Composite 
Group. It should be kept current at all times, with the addition 
of new concepts and rerationships as they occur. The recognition of 
possible items for inclusion should bo made very promptly and this 
selection should henceforth be adhered to by the codei’s and by the 
Composite Group. It seems likely that specialization among the 
coders will add to their competence in ascertaining when an addition 
to the Authority File is required. Finally, a code-by-code card 
count, to be used in combination x^ith the Isc, win he of great value 
to the Composite Group in selecting code patterns xjith the requester 
and in piedicting the number of items on the tape- In the use of 
ail these tools, once they are developed, there should be continuous 
feedback among the coders, the Composite Group and the consuiiiers, so 
that the annotated ISC and the Author3.ty File x;ill reflect the needs 
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oj. the Egeacy ao realistically ac possible at any given moment. 
Recoaanendatio aB: 

R. After revision of the ISC, emphasis should be placed on the 
preparation of effective tools for its use. These tools 
should include; 

i. A code book containing adequate and full cross- 
referencing ("sees" and "see elsos”) as veil as 
scope notes explaining the interrelationship of 
subjects and defining their boundaries when these 
are not immediately obvious. 

ii. A full, alphabetical dictionary?' subject heading 

index, containing ci-oss -references and scope notes, 
designed for use by the average consumer as well as 
by the Ccsnposite Group. 

iii. To supplement the the fully annotated ISC, an 

Authority File containing nev definitions of items 
to be considered under a particular ISC number and 
the ISC number to be used for neu concepts. (Like 
the code book, this file should exist in both 
alphabetical and numer'ical order and each should 
be maintained in duplicate for ready access of 
both the Anei-lysis Branch and the Composite Group. ) 

iv. For the use of the Composite Group, an annually 

revised card count, code by code, to supplement the 
code book. 
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Reiiaemeats in tbcj ISC are of little value In providing better 
service to tha requestc.'r if thooe responsible either for putting 
^•cCi al itioo the systesa cr for reti'leviog that material In reBponse to 
needs do not possess the highest possible competence. 

^ pointj the tasl; team would 3.ike to eonsi-der how the coding 

o documents can be imja'oved. That it needs to be improved has 
been amply demonstrated by a number of studies. Investigations ciade 
by the Consult ant. s brciight out the fact that, although there was a 
lerge nieasui'e ot getierf^i egreement among the coders as to how the 
iDsin subject of a dccurient should be codeclj much inconsistency 
OTcurred in tue coding of peripheral subjects. (The importance 
tc the requester of documents in which his topic is cot the major 
subject of the document has been demonstrated by the five ORR tes'c 
runs, as well as by the ic/estigaticn of Dr. Icaieolm Pratt’s study 
of 1956. 13/) Studies nade by the task tesm hiwe also indicated that 
a substantial margin of error exists in the coding of docurcents.. A 
study of one of the OR? test luins revealed, that there was a margin 
of error in coding of s ppr oximately 15 per cent. (Since the codes 
were nob avai:Lable for some of tha documents, it Is possible that 
seme of this percentage can be attributed to machine error.) Failure 
to understerid the dccuiient, the cede or the importance of the subject, 
as well as carelessness, contributed to this luargin of exror (see 
Appendix //5)o In the case of Dr. Pratt’s study, the task team 
detex’rained that the margin of coding error here was also about 15 
per cent. Again, lack of ccraprehension of scientific subjects or 
codes and lack of sufficient specificity in coding all contributed 
to these errox’s (see Appenuiees #4 and #5)0 The results of the 
questionnaires and the subsequent diseussioas with selected ane-lytits 
revealed dissatlBi'‘action with the coding. On the basis of an extremely 
small sample, it would appear that leek of com’idence in the abilits' 


Of 579 pertinent docuaients received in four ORR test runs on different 
concrete subjects, 175, or one«-third, were documente in which the subject 
of the ran was not the principal subject of the doci-inent . In the case of 
the fifth run, which was on an alistract subject — industrial investment in 
Cblixa— -the analyst I'sceived 352 documents, of w-hiefc 45 were pertinent to 
his subject. Of these 45, 38 (or 84 per cent) were documents in which his 
subject -fiiE n&c the principal subject of the document. (See .4ppendi.x #3). 
Analysis of DrT Pratt’s study revealed that 30 per cent of the errors made 
by the coders could be att?.”J.butexi to failuu'a tc code perlphe.ral or fr:ag- 
mentary ;Ln:?onn.ation (see Appendices #4 and ,f5). 
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to recover a iiseful nurriber of per'tinent documents 
bav more frequent use of the Bystem.* A3,sO;? those "iJbo 

dArio ^ years ^ service express considerably less confi« 

twn ^ ^ 't^is respect th^tn do those \;ho have been on duty less than 

years o Although many of these expressions of cLissatisf action 
expressed in the questionnaire and round-table discussions nay not 
e egltliBate^ complaints of lack of sopMstieatlon among coders do 
when viewed in conjunction with the task team^s 
Q udleSu^ As a result of its consideration of the entire present 
^stem; fche task team believes thSit a reorganization of the Analysis 
Branch by subject or area specialization together xrith more adequate 
review of coding^ will result in improved service to the requester* 

At present docun^nts to be coded ax^e divided according to source* 
Although a rudimentary specialization Is Involved bere^, each coder 
must "^vork with the entire code book since there is no subject that 
could not appear in documents from any source® Because no two 
coders are alike in personal interests and abilitieia^ some will 
concentrate on one set of subjects some on another^ and this 
specialized interest will tend to result in differences in coding 
from desk to desk* Fwrthev^ the senior coder responsible for review 
must also work Tirith the entire code book* He can do little more than 
superimpose his oxm knotrledge and Interest patterns upon the different 
ones of the coder* Also^ a siibject or area specialist from, any one 
of the consumer offices who ^-Tonts to resolve a coding problem or 
explain his subject interest to ensure proper coding cannot contect 
a single person or group; his advice^ kncnrledge and interests must 
be diffused to all coders* I’Je believe that an organization of the 
Analysis Branch based on subject or area (the exact nature of which 
cannot be determined at present) will ovex*come imny of these diffi- 
culties* It should be noted here that the task team does not re- 
commend the hiring and maintaining of true subject specialists (such 
as an organic chemist,, an inorganic chemist or a biochemist)^ but 
rather the division of the coding universe into large subject or 
area groups , and specxaD-ization only irithin these groups*. Even 
though the coder would be a generalist compared with the subject 
specialist in the consuiaer office^ such rough specialization as 
proposed by the task team would result in many factors capable of 
improving the coding*. 

In the selection cd’ analysts for each group from among the 
present staffs special attention can be given to past academic and 
on-the-'jol^ training as \rell as to individual interests* Wlien 
personnel changes occur an attempt can be made to recruit new 
anaJ.yBts, either from within Oi" outside the agency^ who have some 
specialized training or definite desires to concentrate on a parti- 
cular 'part of the coding universe * Dealing with a smaller part of 
the subject spectrum clay after day '^vill^ of itself « increase each 
coder's competence to handle his subjects* Coders will be able to 
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^^dvancagG of those OTd couroeo ■which apply to his 'particular 
Buojeet. Spaoialized training in indexing would be beneficial to 
senior co-ler and -be the Branch ao a whole. Training from and 
wi'bh •fne real subject specialis'fcs, the consumers 
^-ms.elves, becomes possible only vi'bh specialisation among codei's. 

piocess raiglrt consist of a nuaiber of innovations. After s 
pe», iod ox familiarisation on a subject or area desk, the coder 
could be sent to one or two prime using offices for concentrated 
initial briefing. Dui'ing -bhis time, he might also observe methodB 
of reseai'ch and the use to which in'bellofax Is put and become fama.liai' 
with the types of analj/s'b files 'maintained by ■various consuffiez's. ‘This 
personal conbact would vitalise the job of the coder upon his retuzn 
to the Analysis Branch. Later the consiuning office could periodically 
brlel ell ccdez‘s in the ep'pi’opriate group on new interests, ders'elop- 
ments and projects, and ©Iso inform the group of any retrieval 
problems they have enccuntered. Frequent users of the system can 
bo encouraged to contact their opposite numbers in 'the ceding group 
directly, and the ceds'/s can talcs the i'n5.'biati've 'in contacting con- 
sumers who can help resolve difficult coding problems. InfoimEtioa 
will then flo-;? in both directions. Since the aeirior coder for each 
subject or area group vlll be pazd:icipating z’egularly in the Com- 
posite Group, feedback fran the retrieval process t;ill be channelled 
diz-ectly into the apprepriate cesding group. Since different subjects 
behave differently in the retrieval process, this is a particularly 
important factor. 

Although there has been provision for the review of coding 
since the Inauguz’ation of 'the coditjg operation in 19^18 and despite 
the fact that Impi'ovemsnts have been roade at several stages since 
then, the task teGzn believes that this review is still inadequate 
and w'ill be of maximum effect'ivoness only when done in conjunction 
•with specialisation. Initially, revieij \mB performed by the 
Intelligence Jlubject Cede 'braining officer, and could only be 
pei’icdic s'ince the wort of sesne 20 or more coders was revie'wed by 
this one individual. In the 1952 reorganisatio'n of the Branch, 
the staff was divided 'into four units, according to so'orce of 
docuKcnt, end the chief of each unit was made responsible . for 
revie-w. The .■.-atio of 'xcjviewer to coders wt?,s thus reduced to about 
1..8, but the various superTisory duties of 'the chief did not permit 
systematic z-evie-'W of ceding. The preseat orga'aisQtion, which has 
been in effect since 1957? pirovides for a seniox' coder in. each uedt. 
Hewever, a recent survey of the review done by the senior cedez’s 
revealed that only one is speudlng aLmost full time on this task. 

The period devoted to xcviovj by 'the othez-s 'varied from 2 to 6 
hours psi" day. (The verk of only about k o'f the 9 coders in each 
group cBii be fully z'evlewel each day by the- seu'ior coder, who 
spends 8 hours i'o. that job alone.) Uni'fozmlty end consistency of 
ceding among 'the sea'.loxs is raaint&ined by weekly meetings. 
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studies made of the retrieval accuracy of the 
the n ^ system (see Appendix #5) indicates that^ even within 

organization, adequate review or the coding would have 

P ea the system, I4/ Approximately 50 per cent of the coding 
errors in the documents examined by Dr. Pratt might have been 

even a non -specialist reviewed the coding. This also 
piovea to be essentially the case for the documents which did not 
appear on the ORR test run Systematic review should begin as soon 
as pOoSible. The senior coders in the preterit structure should be 
i.reed of other duties so that they may review the coding, the ex- 
panded titles and the abstracts for each document before it is 
released from the section. This should continue to hold true after 
specialization is put into effect. The ratio of coders to reviewers 
should be such that each document can be reviewed when necessary. 

The senior coders should be in regular contact with using offices 
and should be made responsible for feedback among these offices, 
the Composite Group and their own analysts. To put into effect 
these suggestions of the task team will probably mean that more 
supervisors will have to be added to the staff of the Analysis 
Branch. Ideally, the senior coders should be promoted from within 
their particular specialized group. Greater expense should be 
laid out in training these people, both initially and throughout 
their career in the Document Division. An adequate grade structure 
will have to be obtained so that the senior coders can be induced 
to remain after their elaborate training and preparation. It is 
probably at this point that additional expenditure can be of most 
benefit in improving the system. 

2 . Recommendations ; 

a. • The Document Division should begin Immediately to study 

the input flow by subject to determine what subject or 
area groupings are possible based upon their present staff. 

b. As soon as practicable, area or subject divisions of the 
code book should be made, and a gradual conversion to 
subject grouping should be instituted. 


1)^ Recently an ORR analyst discovered, while screening cards for a run on 
loodstuf'^’s, that cards on mineral oils were appearing under vegetable 
oils. It was discovered that there had been an error in the printed 
index to the ISC which had been corrected by memo to the coders; failure 
of the coders to correct their indexes led to this mistake, which would 
have been avoided by adequate review. 
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c. The subject or area groups uitHyAnalysls Branch should be 
relatively large, consisting of about 5 or 6 major break- 
doxms each composed of a number of coders headed by a 
senior document analyst. 

d. The ratio of coders to reviewers (senior document analysts) 
should be such tlrnt all documents can be revlevjed, if 
necessary., 

&• Senior document analysts should be full-time reviewers, with 
grades of at least GS-12. 

f. For every subject broken out for specialization in the 
Analysis Branch careful attention should be paid to a 
continuing program of training, both formal and on-the-Job, 
and contact should he established with the major using 
offices concerned. In addition, senior document analysts 
should he given more formal training in the principles of 
classification. 

go A rotation system should be planned so as to permit each 
senior document ahaiyst in charge of a subject or area to 
serve with the Composite Group in the Library, in turn. 
Furthermore, the senior analyst responsible for a given 
subject or area should always be consulted by the Composite 
Group and should be present at the interview with the 
requester, whenever possible, in all cases when his subject 
pertains to a pai-ticular intellofax >nin. 
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^ ‘ Citations 

^ ■ ' ^^SGusslo n; 

A:.lthoi.ish the need for Iniproved titles and/or additional infonnative 
<^ta on intellofax curds has not been completely overlooked in the past, an 
increased effort to improve the citations is badly needed. The reputation 
of the entire; system and the efficiency of the document analysts and the 
reference librarians are seriously questioned each time a customer is 
offered a collection of poor titles. The results of the questionnaire 
indicate that less than 5 per cent of the users of the system find the 
citations entirely satisfactory, while almost 6o per cent report that the 
citations frequently fail to give sufficient information or are /generally 
inadequate (see Appendix y/ 6). Studies made by the task team have revealed 
manj' examples of very poor titles .^5 Since the object of the intellofax 
system is to provide the customer with a listing of docunent references 
which includes references to documents pertaining to his subject, the 
information on the card must be sufficient to enable the researcher to 
dettirmine -./hich dccuunents he wishes to see. Under the present system, the 
citations are equally crucial for the named objects and for the abstract 
subjects. For the naiaed objects, they are important because the objects 
themselves are not coded, but fall within a larger group;! ng or class. The 
cards nnast be screened by bund to find references to those documents dealing 
with the specific organization, location, model number, etc., desired by the 
requester. For the more abstract subjects, o\ir General Introduction hus 
shovm that the basic requirement for the system is the capacity to accommodate 
changes. Because of this requix-ement the pattern of recourse must be general, 
and with more genex-ality in the code, the greater degree of "irrelevance" 
there vrill be in the answer to any specific question. Tliis irrelevance i^ill 
not be an error, but a requireitent of the system and the researcher will have 
to weed out ills parbicular subject from the cards resulting from the question 
out to the Intellofax, since the two cannot be identical. The citations in 
this case, laust, therefore, contain enough information to enable him to 
identify that group of documents most likely to contain data pertaining to 
his problem. 

— a requester was observed screening 30 cards from a 
run on alcoholic and non-alcoholic beverages in East Germany. The 
first eight cards were useless in telling him whether or not he 
should look at the dnciunent. Two examples of the type of title he 
encountered are; "Identification of an Unldentifie;d Object in 
Leipzig" and "Former Eiy;lng Field I town name]." One of the ORR 
analyses who mi.!.de a test run found a great var:laticn in the quality 
of titles and cited exianples of those which we:re of little use in 
helning him detcxitdne v/hf.;ther he should examine the document. In 
one instance the title given was "CSR .lutomobile Industry." The 
title o;i' a docuir.ent d.uted less than three week;.? later (25 March 1957) 
prowidecl the analyst with, more guickince: its title was "Czech .iuto- 
mobile Industry (Description of mtomobiles/iiczuol and Planned Pro- 
duct;lon Data / . 
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-» Over a period of years, steps have been taken in the Analysis Branch 
to improve citations. In 1948 the Chief of the Classification Unit prepared 
a paper, entitled "Principles of Abstracting", which also incividfid instruc- 
tions lor the guidance of classifiers in abstracting intelligence docuiaents^ 

It was the original intent of the classification program to prepare abstracts 
of all dooumenti; incorporated into the intellofax system. The volume of 
documents and the demands of rapid flovr through the system precluded the 
adoption of this plan. Except for this early effort and the abstracts pre- 
pared by the coders on certain types of reports such as political and eco- 
nomic summaries (which comprise less than ,9 per cent of the total number 
of documents processed) , no concerted action was take^until the inaugura- 
tion of a title ejqp&nsion program about l8 months ago. Under this program, ____ 
the coders luwe no written guide, but work by "rules-of-thumb . " Generally 
speaking, they are to expand series or form titles, titles giving only name 
or abbreviation of plant or installation, general titles, and deficient or 
misleading titles. Without more specific directions, however, the title 
expansion progrt^m cannot achieve optimum results. The task team feels that 
its recommendations regarding specialization in the Analysis Branch and more 
rigorous review of coding and title expansion will also add to the effec- 
tiveness of the e:cpanded title program. 

In addition to measures taken to improve titles within the Analysis 
Bi'snch, some effort should be made to enlist the cooperation of other 
offices in this regard. There are areas in which improvement is 
possible. First, the original "writer and reports officer should be made 
a"'./are and should henceforth bear in mind the ultimate uses to which the 
titles are put, and he should therefore make the title as descriptive as 
possible. The Air Force has recently coded its collection requirements in 
accordance lirith the ISC (used in their rainicard system) and the IR’s carry 
references to the ISC codes to -which the reports refer . In so doing, "bhe 
Air Force had hoped that the report "writer would entitle his report in a 
•'imilnr manner. It is too early to make a statement of their success. 

Secondly, an effort should be made to induce the field to reduce the number 
of niscailaneouo documents, where many subjects are codbined in one report 
bearing a very general t"itle. Both coding and title e:q)ansion could be 
jmnroved if the 'documents were confined, "whenever possible, to a single sub- 
ject. l'( The coding of CS reports in L Buildi"ng (1954-96) generated a closer 

— jjr 'AlthouglTstatistics on the number of abstracts prepared have been 

included in the MonthILy Report, no records "were kept on title expansions. 
■^t""iG estimated that the titles of about 10 per cent of the documents 
"irere expanded at the beginning of this program. As part of the "bask team 
investigation, ana3.yota "\-rsre requested to report these figui’cs. A large 
increase is shown in the figures foi- February anc. April I958 (February — 
titics expanded for 22.8 per cent of the document s coded; .4pril — titles 
Gxaa'ndad for 35-6 per cent of the docuiaents coded), 

Tn "bhls connection, it is interesting to note that Air Force lias recently'" 
^ ^ b'=-en a"btetirot"lng to reduce i'.he number of "catch-all" doci.\mants and to 
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working relationship between the coders and the FI staff in regard to titles « 
The coders were invited to bring meaningless, erroneous or poor titles to the 
attention of the nenibers of the editorial staff, who made corrections j this 
was q_ulte effective in promoting the use of good titles. Althougpi the DocU“ 
inent Division has not been able to elicit interest from 00 in regard to 
titles , that office does attempt to Include in the title line the tniscellane 
OUB topics embodied in the report. 


2 : Recommendations; 


a. 


The Analysis Branch shovad place a greater empoasis upon title 
expansion. Present standards for expansion should he definea 
apii then studied by the Docvmient Division, which should pre- 
pare a preliminary roiagh guide including provision for at least 
the following elements in title expansion: 

Place names 
Model Numbers 

Specific commodities and types 
Ch-ganlzations, institutions, pai-biea, groups 
Ship names 


b . Mter the Analysis Branch is finally organised by stAJect or 
area, the rough preliminary title expansion guide should be 
rreatly refined within each subject. This Bhou3.d, primri_y, 
he the duty of the senior document analyst for each subject. 


C a 


Serious consideration should be given to the training of so®® 
of the coders in citation methods: for example, a tour with 
the New York Tines Index . 


A working group of DODIAC should be appointed oo discuss natters 
of titles and the relationship of subjects to documents, This 
irroup should request that each participating agency instruct the 
field to use more descriptive titles and to reduce the number Ox 
documents iri-th ■miscellaneous or numerous subjects. 


After a firm policy for titles and title expansion is established 
-irtthin the Document Division (see 2a and 2b above), FI and 00/C 
Bhovad be requested to direct their reports sections at haad- 
qmrtcrs to confoiia to it also 


the field to concentrate on shorter documents on more 
subjects. Air Force documents of the iJast 'two years, 
jn certain economic subjects, have been among the best in 
rcBP“ct ' A comment of one of the ORR team of investigators can 
hpre- "Air Intelligence Information Reports, which con- 
f ^xlmtelY 166 of the 430 items listed, practically 
contained infoimiation of the type requested. This ms proh- 
""'^■iTdue to the fact that most of the reports dealt; with single 
subjects and were short (about 1-3 pages)." 


*•** T.t V\ 
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Retirement of Cards 


Discussion 


The task team found no validity in the consultants * criticism 
that the retired cards are unavailable. Perhaps the Library did 
not alitrays info'j^ the req^uester tliat be could obtain the old cards 
rapidly (in an etaergency, "vithin four hours — othenrise, witMu^ ^ 
24)^ but they vere available. Since the inception of the Ccfflpuoi«e 
Group j each requester has been informed of the existence of these 
cards and given the opportunity to request them. 

There rerap ins, hovrever, a question as to the feasibility of 
continuing to microfilm the retired cards. This film is made each 
time cards are retired, and is kept in the Library so that, in an 
emergency seai'ch, the requester can oegin screening the old cards 
iramadiat<:ly. This mlcrofilni has been used very rare3.y, only a few 
tines a year. Since the task team discovered that reference librar- 
ians were referring requesters only to the microfilm and not to the 
cards themselves, it is possible that, even in those rare instances 
of use, the requester might have preferred to recall the cards. 

That this is probably true is indicated by the fact that since she 
Corapoeite Group began Informing the requesters about the retired 
cards (about four months ago), no one has chosen to use the micro- 
film - 

i-That purpose, then, does this microfilm serve? J.t is essential 
nnl'- for i;hose emergency requests where the needed information is 
bap ’d on documents more than five years old, where time is so shor 
tha* the requester cannot vait three to four hours, or where the 
rL'zester himself iias the time and inclination to use the Mcrofilm. 

most of these "cr-ash" requests involve information of more 
ri-ent date as well, the requester can he given some of the newer 
n,c,iprial to work on while he waits a maximum of four hours for the 
^r'cr corrls. The microfilm, than, is essential only in the 
S-remely\mlikely instance where a ’’crash” request prtains only 
S throlder material, and whore the zirgency is of the order of 
lens than four hours. 

The microfilming process, inc3.udlng labor, film,, film i^roceosrng 
I cir.-'-nni raicrofl3.mirig, costs an estimted $2350 evei'y two years. 

Tn addition to this exi>ense, the process disrupts work schedules in 
>•- e T/achine Division, drawing people from the filing of current 
•une K. ■ of the infrequency of a3_L req.uest3, emergency 

for material oJ.der than five years, it Wv.u3.d seem wiser 
II concentrate all avsilahile machine effort on these current files. 


S-E-C-R-S-T 
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'Ihe task team feels, therefore, that the extreme unlikelihood 
o a need for the microfilra does not warrant its expense*. 


2 o Recorranendation 


It is recommended that microfilming the retired intellofax 
cards be discontinued. 


S-E-C-.R-.E-.T 
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£5^.gjyLql^x Service in t he Library 
1 • Discusa lon 


-i + of the tusk teuffl led to the conclusion thut the 

inteilofax system cov.0.d be greutly improved by certain changes in the 
method of servicing requests in the Library. In the past, intellofax 
requests were handled by all librarians in the Information Unit. .iS 
part of their general orientation, these individuals received a month's 
oraining in the analysis Branch on the use of the ISf. Ko provision 
vfas made for periodic up-dating of this training, however, and 
consul taticin among librarians and between the librarians and the coders 
Was on an basis . For this reason a continuous refinement of 

techniques, based on past experience, was not possible. Reviev/ of the 
runs was made each day by the Training Officer of the -.nalysis Branch, 

■who discussed questionable codes with the librarians, iTiade changes in 
the codes selected and, in some cases, suggested reruns, lb/ This arrange 
ment -was not entirely satisfactory since correction after the fact was 
often avrkward and, in the case of reruns, time-consuming, .vlso, since 
the '"rainirg Officer was not a participant in the origirkl discussion 
'With the requester, errors in intei-pretation of the requester’s needs 
could occur at more than one point. Since each librarian handled 
intellofax along with many other types of requests, his attention 
could not be fully focussed on the special problems of the system. 

Many times, therefore, he did not possess the expertise to. question 
the consumer in sufficient detail -bo elicit all the information needed 
to make a run v?hich would best suit his needs. Other considerations, 
such as the personality of the individual librarian, his interest in 
intellofax as a research bool, the amount of time at his disposal to 
talk with the requester and to select an the codes which might pertain 
to the subject, also resulted in the great variation in quality from 
request to request. 

The tusk team felt that service to bhe requester could be improved 
by bringing special skills, other than those possessed by the librarian, 
to bear on the problem. To this end, an experiment was initiated over 
a six-week period, .is stated in bhe terms of referenct; for the experi- 
ment (see 'i.npendix // 2.-.): 

"The different baclq-jround and slcills of the librarian, 
the coder and the machine systems exipert are all relevant 
no the problem of helping the requester to use the intellofax 

t'.ecordo kept by the Training Officer in 1957 indicate that there was 
un error o:‘ about 5 pei’ cent in the encoding of requests. 


S-E...C-.K-E-T 
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The I'eference librarian brings to the task a wide 
bibliographic tools of all kinds, of catalogs, 
research aids, specialized finding aids, etc., as well as 
some Icnowledge of the capabilities of the intellofax system, 
ihe coder knows the ISC from the Inside, and has been involved 
input to the system » The machine expert Icnov/s 
ne capabilities of machines for searching and collating, and 
-.s an experiy in translating the logical properties of questions 
into machine language.” 


\ composite Group, consisting of a reference librarian, a representative 
trom -Che analysis Branch and a representative from the Machine Division, 
was constituted to hand3.e all Intel 1 of ax requests for the experimental 
period. Since the inalysis Branch representative to the Composite 
Group was also a meraber of the task team, the team was kept informed 
peiiodically on the findings of the Composite Group. The task team 
feels that the report of the Composite Group (see Appendix ){^B) amply 
demonstrates the value of this approach. 

With certain modifications in regard to the composition of the Group, 
the task team endorses the Concl usions and Recommendations stated in the 
Report of the Composite Group isee ■iSjencHTSTPart lV)T As recommended 
in the Report, the .-inalyads Branch and the Library should always be 
repi-esented in the Gi-oup.. The senior librarian should continue to be 
the key individual in the retrieval process, since only he can see the 
relationship of intellofax to other reference tools and judge vrhether 
intellofax alone will best serve the requester's needs. By the 
permanerit assignment of one librarian to the Composite Group, the 
continuity nec6.‘ssary for optimum use of past experience will be provided. 
The contribution of the senior coder will be of effectiveness 

onl y if that indi'/iduai brings to the Composite Group knowledge of the 
current procedures in the Analysis Branch. For this reason, the task 
teara agrees v;ith the Report that the coder should serve with the Group 
on a monthly rotation basis. Under this system, the experience which 
the coder gains can be applied readily to the vrork in his own Branch. 

It was the feeling of the Composite Group that the services of the 
systems expert \iere not needed isften enough to -irarrant his full membei'^ 
ship in the Group. Consultation when particular problems arise was 
thouglit to be sufficient by the Composite Group and the task team 
endorses this opinion. It shoxad be recognized, howei'er, that the 
situation will chanf;e radically if ralnicard is adopted. Tlie addition 
to the Group of a clerk from the Reference Branch is suggested by the 
task teuaii in oraer oo enable the otner members of the Gxou]) to concentrate 
entirely on their professional duties. The number of librarians to be 


S-S-C-R-E-T 
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included in the Group depends on the volume of requests to ho handled. 
With the addition of a clerk to the Group, two reference librarians 
may be sufficient, but this is not known at the present time. ^ 

some future date, the Library is reorganized on a subject basis, 
task team feels that the Composite Group should include £22. 

time permanent librarian. Under these conditions, the ad — oc i 

to the Group of the librarian in whose field a particular request lies 
can be made. 


The Procedures outlined in the Comnosite Group 
Part 1) will result in a substantial improvement in ° , 

consumer. The task team wholeheartedly approves of the 
made by the Group regarding contacts with the requester, points 

that initial and follow-up contact with the eaS 

in the retrieval process. 19/ The goal of personal 

requester and the program of selective follow-ups will osite 

better answer to the consumer's research JeScher ' s 

Group in determining how any making decisions 

j e^nn^^v will be of great value to CkR in maKing aecisiuno 

needs and, finally, will ne oi b innovation of code selection by 

concerning a future central system. The innovawio ^.ggards as a. 

the coder himself is also a Procedure ®The task 

vast Improvement over daily ^ Improvement is demonstrated: 

team has evidence of one instance in individual 

namely; the case of the same later, in 1958 , by a member of the 

reference librarian •> in the Composite Group. The 

Analysis events, whereas the second, on precisely 

first run yielded ^ vere in the file when 

the same subject, 39 \ feeXs that the innovation 

the first run was made) - Tl^ tasy em a^^^^ 

of the Composite Group ot . practice should be continued. 

Slpful to the raqueeter and Group preoeOure of 

Although the task divide them into two categories on the basis of 

screening the cards to divi ® it feels that further screening 

potential Unrelated material" should be done with a great 

Sto “= SrelLlS^lmo “Irds »I11 undoubtedly lesaen 

deal of caution. The eiim compared with the pertinent 

^Itlolan aa to f “ ““^LS Lynndlooted that they do not 
nateriol Include , . , ^ prefer to do any screening themselves 

cant asi ihe Cwoelte Group does plan to ollmwye cKds 

(aoe Appendl). if®); " orocees. it should so Inform tho requester and 

“-lfj5„””SirwS; we of material ulll be omitted. If citations are 


,fe„y oonsuaera are 

oSSed W So composite Group Report. 
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To siiiDKiari'ze, the task team believes that the cent irnxat Ion of the 
Composite Croup approach will have numerous advantages. Making the 
I'equester a more active participant in the retrieval process should 
result in a more precise definition of his problem and, therefore, in 
a more uselUl answer, .v closer relationship between those who retrieve 
the material and those who put it into the system will also result in 
better service to the requester, since the coder will possess a current 
knov/ledge of how the ISC is actually being applied. The handling of 
all requests by u small group will provide control over the processing 
of runs in the Miehine Division and ensure that requests are being 
handled in the proper order. The increased attention paid to the 
aiTungement of material in response to a request will also be of use 
to the consumer, ivith each senior coder periodically ser'/ing with 
the Composi.te Group, constant feedback betireen the input and retrieval 
steps will result in an improved system. Through the experience gained 
by the Composite Group over a period of time, sufficient data vrill be 
obtained to enable OCR to make decisions on the futiore direction of the 
system. 

2 . Recommendations 


a. All intellofax requests shoiild be processed V7lthin the Reference 
Branch by a Composite Group consisting of: 

i. One senior dccument analyst from the Document Division, 
serving on a monthly rotation basis. 

ii. Two or more reference librarians, at least one of whom 
should be permanently assigned to intellofax work. 

iii. One representative of the Machine Division, available on 
call in that division when needed. 

iv. One clerk from the Reference Branch. 

b. The duties of the Composite Group should include responsibility 
for all intellofax sei'vice and for gathering information from 
that service io demonstrate the various uses and problems of 
the system. This task entails the following: 

i. Except whi'.re e:'Cfcremely high priorities or "crash" deadlines 
are involved, no request shoiild be processed for intellofax 
service uil'.hout a personal interview, or at least a telephone 
call, v;ith the original requester. In the case of non-CIA 
requests, Ihe consumer should be asked to come to the Library; 
if this is not i^ossible, one of the librarians should go to him 


S-E~C-R-E-T 
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il= The Composite Group should take the Initiative in main- 
taining contact with the libraries or other liaison units 
in outside agencies, and should fully brief those responsible 
for fonnarding requests to CL-k. 

lii<. The Group should conduct a selective follow-up progrom 
designed to provide continuing information as to the 
purposes, types of requests, and results of intellofax 
runs { see recommendation //2b , above ) . 

iVo The Group should keep full reports of interviews and such 
other records of intellofax runs as are deemed necessary 
for continuing study of the intellofax process (see 
recommendation /feb , above ) . 

The specific duties of the various members of the Composite Group 

should be as follows; 

i. The librarians should make decisions regardin,'3 the feasibility 
of an intellofax tape and the relation of individual runs to 
other sources of information » 

ii . The Group's senioi* librarian should exercise direction over 
the procedures involved in making rims, and should resolve 
all differences of opinion within the Group. (His grade 
should be at least GS-12 ) . 

iii. The member from the analysis Branch shouLd share in all 

discussions with requesters and participate in processing 
requests to completion. Final decisions involving code 
selection and arrangement of subject groups should be made 
by this member. 

iv. The representative from the Machine Division should be 

available on call to attend the Composite Group's sessions; 
whan necessary, to advise on grouping, upon the feasibility 
of special runs, and to help estimate time schedules. 

V. The dark shodd perform all clerical operations, including 
nrepuration of correspondence and document receipts , stamping 
of documents, etc. She should also perfom, imder the super- 
vision of the senior librarian, simple screeniag not involving 
substantive decisions. She should keep all records and foims 
rei-iulred, and shod.d provide regular messenger service to and 
from the Ifechine Division. 


B-E-C-R-E-T 
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/\11 members of the Composite Reference Branch 

their intellofax work to the Chief of i^ae n 

of the Library. 

If, at some future time, the f ^^iSrSeioS^sS^Group 
Branch are assigned permanent Library 

should then include provide the continuity 

representative- This « intellofax experrience as 

necessary for the of information about the 

Su s- - s; 

partlcJar inWUofax rm>. „ „rt of tb* C<«>oslte 

SdrrpuS^vf of fS tall team ohoold be — rea 

OCR I4inaeement. 
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APPENDIX #1 

V tie Conaxaltanta ’ Crltlclsmg, 

1 . The e ncod-lnn: of requests is 

^ - ,mv<»\iable because 

The Consultants conclude both inconsistent, 

coding of the documents and coding of the req. 

Uo Codi nii of requests . 


Consuilt ants ’ flndlj^ : 


V^OiiaLLi. oaii 

. 1 n'O'nX'vinPi over 20 coiopciJi^isonB 

The Consultants made three '®’ subiect encoded twice in the 
of coding. In no case was the sa^ ^eLest was taken from the 
same ;CSC terms. In ®^®^®\°J!brarian to code. Ho consultation 
request form and given original re^quester. The 

was perml.tted, no 5 eSrd S the trtie pui-pose of 

requLt form is not an accurate details of the request, 

the requester, nor ^^oes ^ librarians coded these 

It is not Sbxian in the original case. 

ifdSi “sSJrisLg' If th- 

ConBu 3 .tant 8 settled the C^fhe subject of this 

of the .malysis type that would normally be 

KSni- ““ 

this information elsewhere.) 

.... +v,pmfielve 8 were the requesters. 

In a third test, the Cons an understood that they still 

S. 1 S V.S . fairer e^Pi». Se^ierarlaas . Since, before 

brougbt neeutive roBulta. 

. ^rnm the tests described above and from 

re«?rir JirrSribL tbur bbe encoiies ef -.-eta -ea 

1 ir.T'eD-'iable . 
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Task Teaa findings; 

Althoxigh the tests made by the Consu3.tant3 were inconclusive, 
the infoiTOition studied by the task team confirmed the general 
charge of unreliability of encoding but reduced the degree of 
this unreliability to u smaller percentage. Records kept by 
the Training Officer, .umlysis Branch, In 1957 > ei'^e details 
of the errors m:’.de by the reference librarians. The Training 
Officer estimates at least a 5'?^ error. Since he did not directly 
participate in d:l.scueBions with the requester, it is probable 
that some fuither enrors were not discovered. ■;^s an extm5>le of 
what happens when the person who encodes the request is unfamixiar 
with the code, we can refer to the evidence of Dr. Pratt’s study 
(Appendix #4, below). Here OSI analysts scanned the code book 
and cliose the codes. The task team's investigation of a saB^jle of 
the resiats indicated that there was a 15^ error due to choice of 
wrong codes or omission of correct codes by the requester. 

In one case, \;he task team has records of the same request run 
twice; first by an Individual reference librarian in early 1957 > 
and later, in 1958, by a member of the Analysis Branch using 
techniques develv^ped in the Conroosite Group. The iirst irun 
yieldt.’d only tlu'ae doctments. The second, on precisely the same 
subject, yielded 39 csore (all of which were in the intellofax file 
in early 1957, ^4en the first run was made). 

T ask Team conclusions ; 

The Consultants' charges of u nrellablDj ty in encoding of requests, 
though based on faulty investigations, were substantially correct. 
Thougii the errors were not so universal as charged, they were 
seriotu; and frequent. Tney were due to a number of factors. 
Including lack of direct contact with requester , lack of experience 
of reference librarians, lack of advice from .malysis Branch, and 
•Jack of a continuing and growing tradition that would benefit from 
nast experience. The task team feels that all of these factors 
can be eliminated, or at least alle'vriatedj by the recomnsjndations 
on the Composite Group and the .Analysis Branch. At least the 
loargin of error will be greatly reduced. It must be realized 
however, that no two reference problems are similar, and 

that there v/ill therefore always be some element of variation in 
encoding of requests. 


S-E-C-R-E-T 
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Coding the docusnents . 

Conaul’tants * flndlnsa: 

The confusion tmd lack of uniformity shown in 

the Consiiltants were definitely present. The ® _ over- 

tially fair, except that the Consultants did not al o 

coding. When a document analyst is in SS needs 

lack of knowledge or because a new concept has arisen whi 
a decision, he may either hold hack the document unt 
proceed, or he can overcode. In the former case, he may have to 
wait too long; if there are a number of 

entiri^ piroducliion schedule is slowed • -n the j lorver 

makes sure the document can be retrieved by ^ 

as such instances are not multiplied unnecess^ixy, 

doubt tlfat overcoding can be legitimate. It is nec 

in cases where a uevr concept arises but where there is 

to whether it will be important enou^ to ^ Sis 

or a ne%f code. l-Jhile avmiting other evidence 

question, the document cannot remain without 

Ib overcoded. As long as both document analyst -nd Co^site 

Group know how to retrieve It later, this ^ ^ 

The solution to this kind of problem probably lies 
"Authority Pile" mentioned above, and in closer coop 
bSwSMalysls Branch and the Library, which can best be 
achieved through the Composite Group. 

Task Team f^indlugjs ; 

Th. liiTestlpationo of the task team confirmed the crltielema of 
»ese inveatisations were related to 
u .yyyA otudisd thc document coding within those contexts* 
?ordVse: ## 4 and 5) — ™ 

cf ahout in 

SS‘’se" occ™ Often vith peripheral 

major subject of the documents; however, this is still 
c^±luixtton 3 since other evidence shows that a great 
peSentei of requeete depend for their ansuere on eecondery 
subject coding (see Appendix # 3, below). 
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Task Team conclusions s 

The task team feels that the reconsnendations ^^Qroup 

Branch, the Inteilleence Subject Code and 

will reaiove mny of the causes of the errors ^ 

The Consultants themselves state that both ohe _ 
the document analyst are working St 

does not contain enou^ Z Z^^e, 

used to permit selection of abandonment of the 

but not in itself a sufflcie^ a L points to the necessity 

intellofojc; the task te^ contain enou^i information 

for a code book with ' evision^T the ISC itself, 

for proper code choice. With nmonp the coders, and with 

with specialization of area or sublet of the past 

rigorous review by se^or tSsScs are in opera- 

can b (2 corrected. Ce^lnly, prenature to decide 

tion for a failures 'w coud.d be corrected 

to abandon the intello+^x for laiavu. 

within the system. 


Tn.(^ c itations are inadgaua ^ 


The Consultants conclude ^|^°^giion^o?peSinent documents. 

'Ttiis charge is definitely Justified, '^^^^^^^g^yespondents state 

that the citations freouen J ^ the task team reviewed 

entirely satisfacto^. ^ cards bearing only 

cards with inadequate ci^ Unidentified Object, Leipaig were 

-titles like "?-f analyst to decide whether the tocment 

expected to help a r C . beverages in the East Eon® of 

cSnceincd his subject, wnich v^as beverage gi^tained in the 

conceziiv. extensive and detailed qo^gye is 

Cr 5 r?)aany» wore e -^n ORR (see AppencLix # 3J* ixiei’ 

Se onen 1— te. 
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Task ‘. team conclusions s 

The cj.tahions must be improved.; however, this is not an impossible 
feat. A Btai”t has already been made, and 1957 titles ere definitely 
Buperi.or to earlier ones. Severtheless, much more work remains to 
be done. Great effort will have to be made in the Document Division, 
and components both hei"e and in the field, where titles are composed, 
will have to be included in the reform. The task team feels that its 
recoisDiendations about citations, coupled with increasing specializa- 
tion and adequate review in ihialysis Branch, will greatly improve 
titles , 


3 ° The system la insufficiently ^^ed 

It is not clear just what the Consultants meant by this charge. They 
state that only 10-15^ of the reference questions received in the 
main library are answered by intellofax runs, although they also 
state that the answers include a much larger number of references 
than the figure would suggest. It is difficult to grasp the l^po 
of this fact. Does it mean that the nuniber of questions is not 
sufficient to justify the expense of intellofax? Does it mean that 
not enough of the reference questions actually received by the L_brary 
are answered through intellofax? Does it mean that the intellofax 
does not serve soma types of conoumsrs that a central system shoxud? 


It is not possible to measure the value of intellofax to all its 
user's. It is sufficient here to point out that the questionnaires 
(Appendix # 6) shovr a very widespread use and reliance, and that 
iQi O'l’ thf^ respondents who w.se the systcai ore satisfied with ft. 
'raverage of 2500 quest io,r-' is put to the intellofax system each 
vear. Thou^ it is impossible to give a figure designating the 
sroaTlest number of questions that would justify t.ae system, it is 
undoubtedly true that 2500 is above that number. 


Intellofax is chosen as the solution to a requester’s problem if 
the information he needs can only be found in intelligence docu^nts, 
or if it can be found more I’apidiy in intelligence documents . ^ Othei “ 
wise existing tools leading to open literature are used. This is 
sound doctrine^ and can be no criticism of the xntellofaxe 

ATiere ave customers whose nee<3-s are not satisfied by intellof^.. 

Sese include researchers who need irmKiaiate serv^lce in a ^tter 
^'minutes not simple, single-document answers in that shorty 
whole files to consuft, arranged in the order .. 

\rrmedl:ite reference. 'i!his problem, rnost upparenn in OCI, is one 
iScfS Intellofax cannot at present solve. Itee are ways to 


'or 
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solve it, however, which parallel intellofax and are outside the scope 
of thic task beam. However^ it can be pointed out here that ere 
no necessity for a single, all-inclusive central system capable o 
solvins the problems of all types of consumers. The central system 
contain more than one such solution. Also, the analysts t s^e ^ 
their oim files, may have the best answer (see above. General inr- 
duction) . 

The same data does not appear on repeated runs for tVie oame 
Consultants* flndinf^s ; 

Ten cases of error were discovered and listed by the Andxews, 

careful analysis of these has been made by the fo^er AD/OT, ^ 
in a letter ^o the DD/I. Tlais analysis will not " 

results wc:re that six out of the ten were not 

the Consultants were trying to prove. However, tne other four were 
errors, and serious ones. 

Task Team findings : 

prevent the ^ns in the ejtperlenced 0c».poslte 

nttentlen applied te ^ , The pesslhlllty of humn error, 

contfoli in tSe Maohine division, 'still regains-. 

To^ve "'rioTossiMUty is even .ore present in an, alternative 
criutLn to the information retrieval problem. 

+ o+o+f>n that one of the major reasons for the ten cases 
The Gonsuveants statea . ^ files in the Machine Division, 

cited was probably the Sis task team report: Task 

alternative solutions . 

^nie service is slow, untw stworthy^ • 

Ibese charges will be considered separately. 

a. Slow 
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CpnsuItQ.nts^ 


liie CoiasuI tents conclude that intellofaai service Is slow for most of 
the queGt5.ons handled, as compared with conventional means o They 25X1 
concentrate on the searching and card-copying time« Without 
repeating d etailed analysis (contained in iigures produced by[ 


Jthe Machine Division), it is sufficient to say here that 


the advantages of a hand system liave been overrated* Counting only 
actual worlv time, it has been shoxm that, on the Consultants* own 
terras, of the reqiiests involve three subjects or less and can 
be recovered in 30 minutes or lees. However, this refers only to 
searching time. Once found, the cards have to be reproduced, no 
matter what system is used. Mechanical reproduction is faster than 
hand copying. 


25X1 


Tas k Team findings : 


The ana.lysis above refers only to a part of the time expended for 
each request. As pointed out by the Consultants, only a small 
percentage of requests are actuallj^ -given to the requester within 
tiro or three hours: most take one to two days. 'The reason is that 
intellofax is a highly complicated system with many steps, and that 
it involves in'oblems of queueing, back-log, quality control, etc., 
which prolong each request. The task teen studied this problem and 
turned its figures over to a representative of the Management Staff 
with the request that recommendations be made as to the methods by 
which the total time for each request can be reduced. 


Hov/ever, the problem of time still remains. The vital point here 
is: how do the consumers feel? Does the relative sloimess of 
intellofax prevent the consumers from using it? Here the question- 
naires gave a reasonably definite answer: slovmess is the*least 
frequently cited reason for lack of use of intellofax. Of 370 
answers gliron to the question; "If you are not a regular user of 
the intellofax system or are not satisfied v/ith it, please ..." 
check which of the follov/lng reasons are behind yoio* feeling; only 
referred to the answer: "The system is too slow for me to use 
satisfactorily" . 


Most requesters interviewed v/ho had reason to use the intellofax 
systein had no criticism of the delays involved; they felt that 
their* oi-m time x-r&s being spared for other tasks. 
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i*urther answers to this question will have to wait for the Manage- 
ment Staff study. In addition, further discussions should be held 
with consumers in offices such as OCI where immediate service is 
desired o Although it can be improved, intellofax is probably not 
too slow for the requesters who have been using it up to now; if 
it is to seive new purposes, the question will have to be reopened. 

b o Un tin.isi t worthy 

This Involves three specific charges - all three of which have been 
adequately dealt with elsewhere: the system is untrustworthy 
because of inconsistency in encoding requests (see above); because 
of inconsistency in the coding of documents (also see above); and 
because of inconsistency in the machine searching of cards ( see 
above, and Task Team Report 7?2) - 

c o C ostly 

The Consultants conclude that the intellofax system is too costly. 
They give figures showing that the average cost per search is over 
$200. The task team did not carefully review this figure. 'There 
is no \my to compare such a figure with any norm or ideal of what 
the service is vrorth. It is clear that intellofax answers very 
definite and important needs in the intelligence community, so 
/ much so that it could not be abandoned without a full and adequate 

sj substitute immediately taking its place. Therefore, since we are 
dealing with a basic ingredient in good intelligence, which is 
needed for national defense, it is not appropriate to consider the 
cost of the system I n vacuo . A bomber also costs a great deal of 
money; but vn.th what does one compare that cost? Given the fact 
that, ve must have bombers, the cost can only be compared with that 
of other types of bombers or their equivalents. 

Ibe cost of intellofax, then, is meaningless taken by itself. 
Certainly, we must carefully and periodically examine this cost and 
make constant effort to reduce it within the concept of the system, 
other things being equal. But such economies must never weaken 
the capabilities of the system to produce the Information needed; 
this would be false economy indeed. The cost figure can only be 
properly compared with equivalent fig^ires for alternative systems - 
a project which is beyond the terras of reference of this task team- 
Sucb a comparison can be found in the report of Task Team 
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Ihe o l der cards are unavailable . 

The Consultants conclude that the cards older than five years are 
unavailablcj and that their unavailability means that the total 
investment in Intellofax input disappears after five or six years c 

Consul tantsf findings : 

The Consultants concluded that the older cards vere unavailable- - 
that the system was unable to supply them. They also stated that 
the x'etlred cards were not in a condition to use for an Intellofax 
run even if they became available. Finally, they stated that 
requesters were not always informed that their run would only 
include a five-year span of material, and so thought that they 
vere getting negative answers when they were, in fact, not even 
asking questions of the older material. 

Task Team finfllngs ; 

Since the Consultants did not try to recover older cards, their 
charges refer entirely to the opinions of the Libi'arians and the 
information given by the librarians to the customer's. The task 
team discovered that it \ms true that requesters were not properly 
informed of the possibility of the return of older cards for 
specific runs. In some cases the consumers xrere not even told that 
their run would not cover older material; in most cases, they were 
so informed, and were offered microfilm of the old cards. In few 
cases was the true situation outlined; that the older cards could 
be recovered for any intellofax run within 2k hours, or E hours in 
emergency cases. The task team bested the availability and useful- 
ness^cf the older cards on a number of occasions, through the 
Composite Group. Contrary to impressions current in the Library 
befoi'e the investigation, the cards are in good condition to use 
for runs, and they can be returned within a relatively short time. 

T ask Team conclusions : 

The Consultants* charges were correct insofar as they referred to 
the iofonnation given the consumer. They were net correct in 
relation to the true facts. This situation can be (and already 
has been) corrected by fuller understanding in the Library. The 
Composite Group has been functioning now for over four months and 
has in all cases completely informed the consumer of the 
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poBsibillties of th«s old cards.. Several requesters have availed them- 
selves of these cards.- There iSj therefore, no longer any problem in 
this respect. 


The systeva requires excessive space . 

The Consul.tants conclude that the Intellofax system as a whole requires 
excessive space, and that their suggested alternatives would need less. 
This charge has been answered for the card files in relation to an open 
card catalog by Task Teem Report H?., and for the aperture system in 
relation to an intact hard-copy file in Task Team Report //3» The 
general conclusion is that, since the suggested alternatives to 
intellofsuc system would t-ake no less space and probably more, intello- 
fax does not require excessive space. 


The system duplicates work done in the oth er OCR Registers. 

Tbie Consul. tants conclude that requests brought to the Libra^ for 
intellofax service are of the same type as those served on IE and BR, 
and further state that there is a considerable amount of overlap 
between the materials now indexed in the intellofax syst^ and in the 
Registers- These are tvro different questions, end will be discussed 

separately. 


a . Ov erlap in reques ts . 

•The Consultants refer here to both IR and BR. ^:ey say that an 
examination of reference questions answered in IF: indicates that a 
large number are no different than questions on which machine runs 
o- book runs are made. The addition by the Consu.ltants themselves 
n-f hook lains indicates the answer: the three ansvrerlng-ser’.ices 
on three different nppronehee, ell of whleh are 
valid and each of which supplements the other « -.ntellofax an . 

-efer to different basic material- -classified and open 
^'^L;£e IB and intellofax refer to the set® material, elasel- 
literature. different aspects. Intellofax handles 

subieSs'bS cannot retrieve, by specific code, individual plants. 
TU floes this. Plants are handled separately because they are 
™hto'.t to fun infornvation retrieval, involving collation and 

on thZ» part of OCR (see General Introduction). For any 
^’^-.T^ete research ^ob, both methods must be used. This is not an 
it is standard practice throughout the research world, 
is not and there cannot be any single royal, road to all 
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25X1 

research solutions ^ In any concrete problem, a process of cross- 
checking must go on. 


The Consultants also state that a high percentage of the questions 
asked of the Reference Branch are biographic and would also have 
to be traced in BR and "other" sources in the Agency. This is 
only partially true, tteny reference questions are about people; 

and are quick-answer problems, f J 

/ When questions on 

foreigners are put to the Library, they answer them if they are 
quick-answer types (where a single reference to a Whr»''s V/ho can 
satisfy the requester), but, where the consumer needs more informa- 
tion, he is referred to BR or BI. This is sound practice and does 
not create any serious duplication. 



b o Overlap in document codinK . 


The Consultants state that there is a considerable amount of overlap 
between the materials now indexed in the intellofax system and in 
the Registers, and that if this duplication were eliminated by 
omitting the indexing of all materials covered by the Registers, 
this vrould further reduce the number of documents that would have 
to be indexed t-rlthln intellofax. 


Tne answer to this charge is contained in a quotation from a paper 
vrritten by the Chief of the Document Division; 


"All documents and enclosures which we identify as purely 
graphic, biographic or industrial (plant- oriented) in nature 
are excluded from the intellofax system by the present Document 
Division screening process. ... If the rule were adopted 
that when a Register indexes part of a document it shall 
inde.x the entire dociunent, OCR would have to change the 
scope and increase the T/Os of the Register staffs.... The 
survey team aiDpeai-s to have confused multiple processing 
with duplication of processing, otlienrise, they would 
appear to be objecting also to the fact that BR and IR 
both process a document containing da'ba on personalities 
and on specific manufacturing plants." 
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provide ser^/lce at as high an intellectual level 
the pro^am of the Agency c 

Cor.sultants make tuo points in relation to this charge: first, 

'hat the natui'e of the Agency® s work requires more sophisticated 
-nf ormtion retrieval than would almost any other kind of organl 2 :a- 
tion, and that it is obvious that the present level of Information 
retrieval Is lovrer in quality than that of the average « o « library; 
second, that the current intellofax system was never subjected to 
uhorough analysis, in terns of the objectives to be achieved g 

With regard to the first point, it is certainly true that the Agency's 
needs are more sophisticated than those of other kinds of organizations o 
This very point makes any comparison \d.th outside reference libraries 
almost meaningless^ In addition, the information input to the system 
is very different from that of other conventional’’ systems — 
consisting, as it does, of raw intelligence datao The needs are 
extremely varied, ranging through many variables o For a discussion 
of this problem, see the General Introduction, above o Specific 
charges of low "intellectual’’' level reduce themselves to questions 
of reliability of coding, discussed above, and to problems of 
generality, flexibility and change, discussed in the General Intro- 
duction o For xni?.ny purposes, as shown by the questionnaires, Intellofax 
provides very sophisticated service, when combined with the screening 
£md searching done by the research analysts themselves o The Registers, 
on their part, provide much more detailed and sophisticated treatment 
of certain specific aspects of intelligence which are amenable to 
full infonnstion retrieval treatment o For other purposes, intellofax 
is less successful: part of this is due to defects in the way the 
s^'^s bem has been operated, and can be remedied by the adoption of the 
recommendations in the main body of this report * Other less successful 
ai^plications cannot be handled better within intellofax: it must be 
the task of OCR management to discuss these problems with the interested 
consumers and to work out, where OCR is given the responsibility, other 
parts of the central system which can do the job better o 

With regard to the second point, it is true that no comprehensive and 
coherent study has been made, to date, of the intellofax system in 
teimis of the various objectives to be achievedo A beginning has 
been made in this I'ask Team Report, which also contains suggestions 
as to bow to continue this task, what inforination is needed, etCo 
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10 January 19^8 

OUTLIKE OF IHTELI,0?AX SER'nCE EXPERElMT 


The diS’fersnt backgroimd and skills of the librarian^ the coder ^ 
and the niaciiine systems expert are all relevant to the problem of 
helping the requester to use the intellofax system<, The reference 
Mbrarian bi’ings to the task a wide isnowledge of bibliographic tools 
of all kinds 5 of catalogs ^ research aids, specialized finding aidSp 
etcog, as we7wl as some knowledge of the capabilities of the intel= 
lofax systoao The coder Imaijs •'die ISC from •the insides, has been 
in'TOlved in the docnmsnt input to the systemo The machine expert 
knows the capabilities of machines for searching and collating, and 
is an exper-!; in •translating Idie logical properties of questions into 
machino IcBiguagSo 

To utaJJLze all these sldLllSj. an experiment in groxip discussions 
•tii'th the requester will be initiatedo The steps vrili be as follo'wss 

lo The requester idio cl.ibes in person to the Libra 3 ?y will 
contact the normal reference librariaxia If, af^ter dis<= 
cuss ion vjith the librarian, •the problem seems to be on© 
best hand 3 .ed by the intelT.ofax system, the group approach 
•will be initiatedo 

2o In tills case, one reference librarian, designated in 
advance for tliis eicperimsnt, will sit down tilth 'the 
requester and call in 'two otiier individuals to the 
conference* a senior coder from the Document Id. vision, 
and a machine methods expert from •the liaclilne Diviaiono 
Both of these latter inditriduals will be pro'sided desks 
in the Reference Branch area, t-jill bring their own work 
xjith them, and will be in readiness to join these con- 
ferences with the requffistero 

3 „ The group will then discuss wi'fch the requester his needs, 
his 'terms of reference, and possible means of solving 
his problenio 'iTie reference librarian wil7. define the 
problem with the requester 5 the senior coder i-iili draw 
up tlie list of codes to ba used and discuss these with 
th© requester; ttie system expert -will advise on prob«- 
lems concemijag packaging (tlie optimum siae and scop© 
of the request for efficient machine processing), 'the 
logical relations invol-ved in the request, and the capa^ 
bilxties of machine searchings 
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he 


The request form, dratan up bj the senior co^r . 

the assistance of tire librarian and the inadiine xp u 
Tj -ni tiien be sent to the Machine Division^ 


The resulting cards toill be screened by 

to eliminate (if possible} tiiat is, if 

ination is given on the card) the comp^ «her© a 

cardso (Tliis vdll replace the present system a^ 

msuiber of the Docunsnt Division screens the machine runs 

after "Uiey medOo) 


This e^rirr^ent^ system vriTl, it 

'JAbrariasa^s mde and detailed Imowledge of i ^ j feelinH 

ienee to dealtog td.th many different types of ^ 

for toe ri^it n^thod to investigate a problemo 

grouiid and skilA is usually lacking ^^Pe^^on ®^^2tor cX! 

SLTrrftrSSirS Te 

of thought not present in either the the detailed 

ability to think in terias of logical relafc?.onSa an 
capabilities of the machine system 2 ^ sso 


ae proposition "ttiooo *o pot the 
help the ^eqSster get it^t" is 

ici eU of these nill be involved 

in retrievsQ. of information^ 


/s/ 
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Part I - Procedures 

During this project all steps in the processing of an intellofax tape were 
carefully observed. The standard procedure in effect for intellofax runs (as 
set forth in the Library Procedure Manual, Part II, Section B (Attachment jj l) 
was studied with the purpose of determining what changes and innovations might 
be introduced, ^[(be Group agreed that, in general, the mechanical details of 
the established procedure were valid and should be continued, namely, the 
librarian's Work Sheets, the Index Search Record, the forwarding of requests 
to the Machine Division by telephone, and the transmittal of tapes within CIA. 

The Group, therefore, concentrated on the following issues: 

Contact with Requester : The Group felt that initial contact and follow-up 
contact were the most important steps In the process. We experimented with 
a more aggressive course in initial contact than has normally been taken in 
the past . 

a) Requester Making a Personal Visit : The purpose and aim of the 
Composite Group was explained, and new patrons were given a 
general briefing on the intellofax system. The requester was 
questioned closely as to his specific needs to determine whether 
intellofax and/or some other reference service (book tape, open 
literature indices. Intelligence Publications Index , or published 
materials) could best resolve his problem. If intellofax, the 
Intelligence Subject Code was shown to him and the capacities and 
the limitations of the system were discussed in relation to his 
specific problem. Each requester was apprised of the availability 
of retired intellofax cards. Priority of project was determined; 
and arrangement of cards or tape was offered to suit his conven- 
ience in using the "run". When another reference service was 
reci^uired in place of or supplementary to intellofax, the requester 
was referred to another Reference Librarian. 

b) Mail or Telephone Requester from an Outside Agency ; Requests, 
except those from specially cleared individuals (State, Army, Navy 
and Air) come either through the outside agency control officer or 
our own Liaison Division. Inail requests and those received through 
Liaison Division can be ti'oublesome because they are often so con- 
densed that facts and details are obscured- In the experiment, 
straightfori/ard requests v/ere processed without question, and 
tliose requiring clarification were not processed until the control 
officer in the particular agency or our Liaison Officer identified 
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the original requester. He was contacted by telephone and given 
either an e:jq)lanatlon, as outlined in paragraph a) above, or 
invibed to visit our Library, (in the past, this type of contact 
rarely went beyond the control officer.) 

Branch Li brary Requester ; By arrangement with the Branch LlbrarieB 
at the beginning of this project^ the name of the requester, with 
his telephone extension, was provided with each request to permit 
direct contact when necessary for clarification or discussion of 
problems- Branch Library requesters often submit ISC numbers 
rather than narrative descriptions of their problems, and it is 
understood that this approach has been normally acceptable to the 
Branch Librarian. Also, Branch Library personnel not trained in 
.'r^^lligence Subject Code take requests on occanion. Both of 
the latter instances pose dangers to satisfactorily fulfilling a 
request by machine run. Unless it was ascertained that the 
requester had been questioned at the Branch Library, the Group con- 
tacted him or asked the Branch Librarian to call him for a full 
description of his needs. (Prior to this project, very few direct 
contacts v/ere made with the requester because they were left to 
the discretion of the Branch Librarian.) 

<3-) Telephone Requester within Agency ; The requester was invited to 
visit the Composite Group for discussion. (Most telephone requests 
originate with analysts in offices far removed from M Building.) 

Follow-up Contacts ; In the past these were never initiated by the Librarian; 
however, it is felt that this step is necessary to determine the effectiveness 
of runs. To date, the Group has not adequately covered its follow-ups to 
permit any conclusions to be stated. The program will be continued through 
March . 

Establishment of Codes to be Used ; It was noted that the average patron of 
intellofax is not familiar with the Intelligence Subject Code . Explanation 
v/as always given and codes were selected, whenever possible, in the presence 
of the requester. Abstract and qualified subjects required research, or 
consultation vrith the Analysis Branch, to interpret subject/area coding 
patterns. In accordance with the terms of reference of the Group, the 
Document Division representative determined the codes to be used. This 
differed from past practice whereby a senior analyst of the ilnalysis Branch 
made a daily review of requests after the rtuis vrere in process or con^ileted. 


S-E-C-R-E-T 


Sanitized Copy Approved for Release 2011/01/04 : CIA-RDP82T00271R0001 00120004-6 


S-E-C-R-E-T 


TTR/1 appendix 2B»4 


results with the Reference Librarian, and, 
correction reruns. This was not entirely satisfactory, since 

©r the lact often is awkward and embarrassing. 

in t o Related Groups : Formerly, codes were 
rela+pri a -t^ Machine Division in numerical order. The Group arranged 

(by sub jecW thin are^)!^ subject), or area groups 

Examples 


Soviet Support of Chinese Communist Army 


Old Methods 


New Method 


124.3 1 L/C(n) 

124.33 IL/c 

125.2 N(CL) 

172.32 & dec 1 L/c(n) 


Group I 

172.32 & dec. 

1L/C(N) 

Group II 

1^.3 

124.33 

il/cJn) 

IL/C 

Group III 125.2 & dec. 

~ N( CL) 


124.3 


.33 

125.2 

172 a 32 & dec- 


~ Military Influence and Penetration 
= Foreign IToops in Country (as elements of influence) 
= Military Missions 

“ foreign Military Assistance (troops, armaments, 
material, medical personnel and supplies) 


Under the old method, subjects on the tape were impossible to identify and 
out of order: for example, references to 172.32 (above) might occur with 
references 124.3 and/or 125*2. It was difficult for the requester to know 
exactly how the items pertained to his subject. Using the new method, the 
Machine Division arranged the cards or tape in the groups specified by us. 
In screening, we inserted at the heading of each subject group a brief 
descriptive title for each aspect of the request, as shown above . On 
occasion, the title was identical with ISC subject entry; in other 
instances, a title was devised. 


Screening of Cards : Cards received from the Machine Division were examined 
by title for their relevance to the request and were divided into two 
categories: those definitely relevant and those of marginal interest. 
References were considered marginal when the titles v;ere vague or general, 
or referred to another aspect of the subject. Tliese marginal references 
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selec^Pfl ■to eliminate the clearly unrelated material. The 

at thp hoa/^f^ references were then included in the tape and so mamed 

thocso nf^^• group. Approximately 90^ of the runs were screened; 

been pc<- so-called "canned'* runs for which codes had 

or mnr ^so^d and recurring runs made periodically over the past year 
f were not screened by the Group because the requester pre- 

erre o do so or to make his own grouping. In some instances very fine 
screening was accomplished, e.g.. Out of 652 references to military 
installations at Satu Mare, Rumania, a requester was provided, through 
screening, with a single specific reference. One reference, on the subject 
of narcotics addiction in France, was to control rather than aflt^Tction and, 
ence, eliminated. The requester was notified of this omission and was 
satisfied. 


Prior to this experiment he would have been given the reference despite its 
irrelevancy to his request, ' since the general practice in the past was not 
to separate or eliminate references on a tape. Highly technical subjects, 
scientific research, and broad subject requests, however, were found by the 
Group to be usually not amenable to library selection to the extent of 
eliminating references from a tape. Because time did not permit, the source 
documents were not reviewed to determine pertinence of reference. In one 
instance during the experiment, when a run produced sixteen references, 
seven were considered completely Irrelevant because they did not provide 
the title of an organization for which we were searching, and were therefore 
eliminated. Prior to this experiment librarians generally screened cards 
only a) when searching for a specific report (machine run v/as a last resort 
in locating the report), b) when a request was for a specific commodity or 
item within a general class, and c), in the case of outside requests, to 
eliminate references to reports v;ith certain security controls and to 
ascertain that no CIA Internal Use Only reports were Included. Analytical- 
type screening, as introduced by the Group, was done only for high-level 
requests. We are of the opinion that analytical screening of cards sub- 
stantially improves the tapes. Runs which always require screening are 
those in answer to requests for specific name, abstract subject, and qualified 
or interpretive subject. 

Summary of Procedural Changes ; 

a) Contacting original requester, as outlined above. 

b) Screening - introduction of "analytical screening" and elimination 
of Irrelevant references. 
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c) 


I IK/X Z&=6 

machine runs*^^^Tn references to outside agencies requesting 
division withhAirt vrith a memo dated 1949^ the Machine 

DiSSS III f references to certain 00-B reports; Liaison 
on tane and ^hat these references are releasable 

if Sd whan release of documents can be determined by 00 

ana when they are ordered.) 


d) 

e) 


Grouping of subjects with short titles for each 
numerical code listing at head of tape. 


group in lieu of 


from thlR Machine Division. The representative 

^vision arranged to have A and B priority requests 
processed in order of date received, rather than degree\f difficulty. 
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Part II - Requests Processed 

d-? requests processed during the six-week experimental period have teen 
T?iiyi ^ categories illustrating the varied nature of requests received, 
scree i^ requests produced the following number of references (prior to 


0-300 references - l4l 1000- 15OO references - 9 

300-500 references - 26 1500-2000 references - 6 

500-1000 references - 28 over-2000 references - 6 

S pecific Ob.iectlve : A straightforward subject for which exact codes can 

be employed. These are frequently scientific topic or commodity searches. 

Little can be added by the Librarian to the effective search beyond a 

careful selection of subject codes. 

Example ; 

a. Nationalism in Brazil, which included national policy toward 
Nationalism; Communist and non-Communist party policy on 
Nationalism. Three exact codes were run; itO cards were produced; 

references put on the tape after screening. Requester (State 
Depeirianent) telephoned to ejqjress satisfaction. 

b. The Fourth International, all dates. One code used; II8 references 
obtained. 

c. Isotope separation, isotope separation plant design, vacuum tech- 
nology (research and development). 12 codes, h with action slashes; 
127 references obtained. 

d. Soviet/Satellite balance of payments, capital movements and payments 
for shipping. 11 codes used; 265 references obtained. Book tape. 
Intelligence Publications Index , and Bolshoi Encyclopedia Yearbook 
provided to supplement tape. 

68 requests from the following CIA offices and government agencies: 


ORB - 

22 

OTR 

9 

state - 

4 

OSI - 

9 

OCR/SD - 

1 

Army - 

12 

SRS - 

1 

Coniiiio 

1 

Air 

1 

DDP - 

7 



KSA - 

1 
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Complete file of document citations on a given area. 

I 25X1 


3» Abstract Sub.lect ? Analytical search requiring some subject knovledge 
or research. 

Example : 

a. Waters of the Nile - Historical and International. I 3 codes used, 
4 areas. 349 references j 2l6 selected for tape after screening by 
Group. 

6 requests s 


ONE - 1 OG® - 3 

ORR - 1 OIS - 1 

4. Specific Name ; (Organization,- institution, port, city, specified 
commodity within a general class). These are coded into the system 
according to their nature or type; therefore, search for one by name 
requires screening all cards. 


Examples: 
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do 26th of July movemen’t; Cuba, 1953 bo present. 176 references; 93 
references on tape after screening by librarian. 


22 requests; 

RR - 4 
DD/P - 4 
OIS - 2 
OCR(BR) - 1 


State - 2 NSA - 1 

Array - 5 CENIS - 1 

Wavy - 3 

Air - 1 


5° Qualif ied or Intenjretive Sub.ject ; One which requ5.reB selection of a 
code pattern containing fringe relationships to the subject desired, 

^l runs. This is the most difficult type of request because it demands 
the greatest skill in code selection and generally produces a large 
volvune of cards to be screened. 


Example; 


a, Soviet language and area training for medical missions to under- 
developed areas. This request required the following codings 


122,12 

125,7 

125,82 

831,6 

856,014 


Aid to undei'developed areas 
Cultural and educational missions 
Scientific and technical missions 
School curricula 
International health agreements 


AreHi for the above - USSR with no related areas 
124,13 

124,23 20 areas vrtth USSR as related area 

172,324 


Total oi‘ 1075 cards on run; cards screened by both Con^josite Group and 
requester, 68 references finally selected by requester who has advised 
that 909^ were pertinent to the subject, 

b. Outer space travel - Requester searching for specific aspects of 
space travel and a specific type of report ordinarily disseminated 
as an enclosure. 

6o4 (Space travel and artificial satellites). Area USSR, was run. 
Requester taken directly to Machine Division files where be scanned 
600 cards and selected 5^ references, 2 of which were types of 
reports requester was interested in. 




4 



i 
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runs: 




OCI - 

2 

State 

- 4 

PBID - 

1 

Array 

- 5 

ORR - 

5 

Navy 

- 2 

OSI - 

12 

Air 

- 2 

FI - 

9 




Subjects Unsuitable to Intellofax - no appropriate code in ISC to apply, 
or not currently incorporated in system, better accommodated by book 
search or open indexes etc.. Biographic or Industrial Registers, various 
sources other than Library within Agency. 17 runs made - to determine 
feasibility and whether this type of request for Intellofax should be 
refused in the future. 

Examples: 

a. Transmission of electrical power vrtthout wires - no appropriate code. 
263 cards, one card with direct reference but document proved to 
contain no infomation. 

b. Biographic information on leaders in Laos. Biographic Register 
contacted initially and produced names of 5 individuals. Run 
contained 3336 cards screened by Group (l hour, 20 minutes) 51 good 
references given to requester. 

c. Narcotics addiction in Prance - This type of infornation not coded 
in intellofax. Code used was narcotics control; one card, not 
appropriate . 

d. Duties and responsibilities of Russian station masters. Group 
Librarian referred question to another Reference Librariein. One 
book reference with complete details. Run resulted in 70 cards, 
none of which contained desired information. 

17 requests: 

ORR - 5 State - 2 IGA - 1 

OSI - 1 Army - 2 

PI - 1 Navy - 1 

OIS - 1 Air - 3 ' 
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^pecifi c Objective with Uhaue Limitations Imposed or Involved 
Concealment of RsaT Objective « 


Examples: 



9 requests: 

ORR - 4 
OSI - 2 
PI - 1 


NSA - 2 


Multiplicity of Subjects and/or Codes 


Sxaiiqples: 


Government research, public health, and scientific subjects - 
various countries. 91 subject codes for 4 areas - 9000 cards. 

This is a recurring inin which requires 2k man-hours of searching in 
the 1-lachine Division and creates a bottleneck in processing runs. 
Group contacted requester, who reduced subjects to 66, but this 
will not reduce the searching time perceptibly. 
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25 requests: 

FDD - 1 State - 1 Interior - 2 

OSI - 4 Army - 9 USIA - 2 

PI - 2 Navy - 2 

OIS - 1 Air - 1 

Rejected or Cancelled Requests ° 

a. Scientific and technical journals published in Middle East. - 
Requester referred to another Reference Librarian to search open 
indexes o (STDD) 

bo 1955 ruble dollar ratio for cost of construction of Skorgy - class 
destroyer, for prices of machine tools, and for goods and sei^ices 
in USSRo Solved successfully by another reference service. (ORR) 



do 5 requests for guided missiles by project name. (Army) Requester 
contacted for more information than given on request form; did not 
supply information and asked that requests be cancelled. 

e. Living imdergroimd 

f o Economy and sociology of Communist China 

10 requests: 

FDD - 1 Air - 2 

ORR - 1 Army - 6 
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Part ni - .Vrobleias Requiring Policy Decisions 

■by miSr^phPn^^ problems have been dealt with in the course of the experiment 
certain (Summary, Part I) in the processing of requests. There remain 

a 6ui?f7A<s+ori which policy decisions are necessary. These problems, with 

a suggested solution for each, are outlined below; 


lo ol — ^tell ofax Cards . The Analysis Branch has been engaged for 

the past eighteen months in a title expansion program, tfe fee], that 
a more concerted effort is necessary to facilitate selection of documents 
y itle in screening cards. It was found that, on the average tape run, 
more than one half of the titles were inadequate, many of these were 
exceedingly poor and some were absurd. 


A definite policy must be established and requirements must be outlined 
for the analysts as to the kind of titles which should always be expanded 
and the proper method of expansion. We feel that training in the 
preparation of abstracts would be beneficial to the Document Analysts, 
since many documents require abstracts in lieu of title expansions. In 
this connection, the titles of enclosures as currently given on the 
intellofax cards are considered helpful, and it is believed that an 
additional aid in this respect would be an indication of the language 
in which the enclosure is written. Typographical errors are numerous 
on the cards and some of them make the titles meaningless and sometimes 
I'idlculous. 


2. Wodex Cards . A search of source card files is occasionally made in 
place of an intellofax run xtrhen certain documents are to be located. 
Rodex cards bear no titles, and the documents must be examined in 
another part of the Lxbrairy. If titles were typed on nodex cards, this 
search would be eliminated. 

3„ Voluminous Tapes . Tapes containing as many as 10,000 references have 
been provided in the pastj however, the usefulness of such volume is 
highly questiormble. IVo possible solutions are suggested. Requesters 
may be required to screen the cards before tapes of more than 1000 
references are prepared. (The uvajority of tapes result in 300 or fewer 
references), and requests certain to produce tapes of such volume should 
be refused unless tliey can be divided and timed to follow in sections 
at the convenience of Ifechine Division. During the Group experiment 
each requester whose request resulted in voluminous 'sards was notified 
befoi'e a tape was made. In some instances the requester made further 
date limitations, or deleted subjects. In one or two instances the 
requester was willing to receive as many as 9,000 references. 
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Under the present procedure there are two methods 

0 an ing overlapping requests, l) Low priority requests overlapping 
previously submitted requests in process by the Machine Division are 

n ^ until all overlapped cards have been returned to the file. 

High priority overlapping requests are pulled from the earlier 
submitted ones, causing the low priority items to be held up, 
occasionally for several weeks. An excellent example of this is request 
7^109, a continuing request from OSI, New areas are added periodically 
which require complete search of all files. This involves approximately 
12,000 cards (and 2h man-hours of searching tiTne)o When run ^189 was 
about two-thirds conq)lete in the I'iachine Division, several priority 
Army requests overlapping it had to be pulled immediately, and the OSI 
request was necessarily delayed for about three weeks. In the future 
when requests overlap, a supplemental request containing the overlapping 
subjects and/or areas will be made by Machine Division, and the 
Reference Librarian will be notified. OSie remainder of the original 
will be pulled and processed to provide the requester with a portion of 
the run, and he should be notified that supplemental cards or tapes will 
follow as soon as possible. The exception to this will he "crash" 
requests. j\n alternative would he overtime i/ork to dispose of overlapping 
requests, tlius permitting priority runs to be made the following day. 

5“ Cards Retired from I<!achine Division Files . Cards dated earlier than 

1 Janu8.ry 1953 are novr retired to Records Center. All are available 
v/ithin 2k hours and on microfilm. Opinions differ as to the value of 
old materiaj. for standard intellofax service. Political Information, 
particularly that referring to Communist parties, should be readily 
available j Intelligence, security and police are also subjects of 
continuing interest. We feel that cards in these ISC codes currently 
retired should be returned to the I-Iachine Division and that, henceforth, 
cards in tlie above-mentioned categories should not he retired. Over a 
six-month period, 15^ of all intellofax runs were for Communism (ll4 
Section) and 47^ included this category as part of the run. 

6. Cards on Mi cr ofilm . The microfilmed cards are legible when viewed, hut 
not all prints fi*om the 3-M viewer are acceptable. The requester does 
not like to view the microfilm copy. In our experience, when references 
prior to 191)3 were requested the x'etired cards had to be retiurned from 
Records Center. Delivery from Records Center poses no problem because 
all cards ai’e available within a minimum of k and a maximum of 2k hours. 
Therefore, ire feel that the microfilming of retired intellofax cards 
could be discontinued with no loss of service to requesters. 


S-E-C-R-E-T 


/ 


Sanitized Copy Approved for Release 2011/01/04 : CIA-RDP82T00271R0001 00120004-6 



Sanitized Copy Approved for Release 2011/01/04 : CIA-RDP82T00271R0001 00120004-6 



S-E-C-R-E-‘I? 


m/l APPENDIX 2B-.15 


Agency Reques'fca , 

SecuTlty Litnltatlons on. Documents . Outside agency requests are 
machine- sorted to place controlled distribution references at 
the end of a tape or card sort (O/ 7 / 8/9 - Attachment Bach 

entry must be examined by Reference Librarians to determine vhether 
it should appear on a tape going to a given agency. No productive 
service is pei*formed in this operation, which nay require hours of 
search in Source Card File, aperture cards or old microfilm reels 
to determine whether a document was distributed to that agency. 

A system of symbols could be devised to be typed following the 
security classification on each card, indicating whether It could 
go to all lAC agencies, selected lAC agencies, certain non-IAC 
agencies, or no non-IAC agencies. Old cards should be punched 
with appropriate symbols as they appear in runs. 

b. Security s Visitors from other agencies (State, Army, Navy, Air) 
are received in considerably greater numbers under specific 
arrangements now in operation. Still more visits for card 
screening to eliminate tapes conteinlng several thousand references 
would be an [Advantage. Since it is required that visitors be 
accotiipanied at all times, the Librarian must stop work to remain 
vd.th them; moreover the privacy of CIA requesters must also be 
protected. Only a physical separation of inteilofax service to 
can maintain full security. Since no additional space 
is available, a small enclosure should be provided for service 
to outside requesters. 

Officers with Specia l Clearance ; Selected individuals from Army 
and’HF’Force ao-e cleared“to telephone or visit CIA Library to 
submit intellofax requests. Ihey are also authorized to pick up 
finished tapes at Reference Branch. Tivo problems arise in connection 
vrith this am'angement; l) members of their staffs who are doing the 
research are often referred to CIA Library, and 2) assistants ai-e 
sometimes sent here to pick up tapes. A decision is needed to 
determine with whoa Librarians should discuss intellofax problems, 
and to vrhom tapes may be given. 

Elapsed T ime in Se rv icing Requests from Other Agencies ; The 
closed" time from receipt to dispatch cannot be materially reduced. 
There are, however, long delays between the date of the original 
reouest made by an individual to his agency control center (ACSI 
Docuaienfc library, Air-3S3) s-ncl his ultinate receipt of a tape. 

Tills period may extend to as mtich as a month or longer. Selected 
Individuals in AriDy and Air Force now have direct access to CIA 
T-fhrarv for Intellofax requests, but this sei*vice cannot be 
extended, generally. 
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are received in written form, with Army, Navy and 
numbers. We recommend that such requests, whenever 
^ of subject permits, be telephoned' from the agency control 

’1 their control number, or transmitted through our 

i.laison Division by hand. 

Requests ; Requests received by mail are commonly 
iackxDg in clarity and details of subject and date coverage desired. 
Many ere founded upon a misconception of the type of material avail- 
able through intellofax. To improve the form of these requests, 
extensive briefing might be given by the Composite Group to 
personnel in agency control centers on the uses and limitations of 
the intellofax system. 

B ranch Librarie s . 


Branch Libraries are adnd.nistratively subordinate to the Circulation 
^anchj however, the librarians perform reference/intellofax services. 
Kie importance of contact with the requesters in analyzing their 
intellofax. problems is clear. Since the explanation of the ISC and 
the intei'pretation of the request Is often done in branch libraries, 
it is essential that personnel servicing requests be adeqviately trained 
in reference and analysis functions. Initial training and a program of 
retraining in Library Reference Branch and in Analysis Branch is 
recommended for all branch librarians. 

Delivery of Cards to and from Machine Division . 

Under the present arrangement, the Reference Librarian picks up and 
returns all cards and tapes (on no fixed schedule). Machine Division 
calls him when runs are ready, and he returns cards to Machine Division 
for tapes as he picks up new cards and tapes. Tills arrangement has 
been satisfactory to the Reference Librarian; however, there has been 
some objection to having GS-ll, 12, and 13’ s pei-form this service. The 
Group did not object, and feels that such service should be continued 
since there is an advantage in maintaining this personal contact with 
the Ma-chine Division Control Section. The delivery of runs resulting in 
more than 1 box of cards (2000 cards) has been discussed with the 
Machine Division who, in the future, will deliver and pick up these cards 
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■irt IV - Conclu sions and Pec ogi mendatl ons . 

a against lutellofax service in the past is the lack of 

lose n-p stendard of excellence, lliis, in turn, has resulted in the customer's 
■> aence in the system. Tlie Composite Group has been able to central- 

standardize the production of tapes. It has made every 
Tn th ° ^ropi'ove customer relationships and to restore confidence in intellofax. 

e past, reference librarians engaged in fulfilling other types of requests 
cou^ not devote lull time and attention to intellofax because of the many and 
varied demands for reference ser^.'-ice naturally placed upon them. 

The Composite Group was set up with the assumption that the specific skills 
of each division are needed and should be utilized. We feel that the Group 
approach to the Intellofax service promotes the most efficient use of the three 
functions v^hich comprise the system — indexing input, reference service and machine 
retrieval. In working together each gains a knovrledge of techniques and functions 
and develops an appi'eciation of the problems of the components Involved. Kie 
Group approach fosters cooperation and improves communication among the divisions. 
We feel that all these elements are necessary to utilize the greatest potential 
^'^^®Hoiax. The participation of the Reference Librarian has insured the 
best use of all reference bools and services in addition to or in lieu of 
intellofax,; the Document Division and Machine Division representatives have 
guaranteed optimiom ceding and machine searching of each request. By unifying 
the indexing of documents, reference service, and machine technique’s, the 
intellofax tapes made under this arrangement reflect the maitimum efforts of the 
three diviaions. The results sire, in effect, a standard production which makes 
use of all facilities. 

It is recorraaended that, within Reference Branch, a selected unit composed of 
three Reference Libx'arians permanently assigned and one senior member (Section 
Chief, or Senior Analyst) from Analysis Branch detailed on a rotation basis 
process all intellofax requests. If the present standard of results and high 
level of competence are to be maintained, the Reference Librarians must be 
permanently assigned to this intellofax servicing unit. Because the Analysis 
Branch member must have a conplete and ciirrent knowledge of his own operations, 
his services are best used on a rotation basis. We feel that it is so important 
that the Analysi-s representative be up-to-date on all coding procedures and 
subjects of current reporting and requirements that he can best serve as a member 
of this unit for no more than one month at a time. In addition, the knowledge he 
gains of retrieval problems can be of great value in coding, title expansion, 
preparation of abstracts and evaluation of indexing. Within the unit the senior 
Librarian T/ould exercise direction over procedures, and make decisions on the 
feasibility of an intellofax tape and alternative or supplemental reference ser- 
vices- The latter service would be performed by other reference staff mec-bers. 
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and Tin ^ meniber would share in all discussions with the requesters 

processing a request to completion. Pinal decisions Invol- 
mnm? ^ 6 Selection and arrangement of subject groups would be made by this 

er. In addition to the above members, a designated Machine Division 
representative, to be available on call for consultation, is recommended. 

To utilize the experience gained in this ejqperlment, to maintain continuity 
o policy and procedures and to develop specialization which is needed to promote 
xntellofax service, we recommend that the present Congjosite ttroup be retained — 
the Library representative to direct procedures for all intellofax requests, the 
Analysis Branch rapresentetive to indoctrinate all Analysis Branch personnel 
seinring on detail, and the Machine Division representative to continue to deal 
with machine problems. 
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ATTACHIffiHOT #1 0?O APPEaSDIX //2B 

^ ^uQ 3 ( liitellofax aerrrice ) 

CIA Requests 




a. Prepare an "Index Search Record" for each intellofax request 
(See Attachment A). Indicate: 

1) Requester's office 

Ascert;ain your requester's office; if he is from RH, Sip 
or CRp it is also necessary to as’a for his division. 
Consult the classified section of the CIA Telephone 
Directory for the proper office designations in order to 
be cercain that the one you are using fits into the scheme 
used for logging requests In the ^SaehiIae Division and for 
oirr ova daily report of completed machine searches. 

2) Subject codes 

Elicit from the requesber a precise statement as to the 
subject coverage desired- If he presents you with a list 
of numbers which he has personally selected from the 
Itrijelligence Subject Code , (iSC), also obtain frcaa him a 
descriptive statement of the specific information desired- 
Mahe sure that he has included appropx'iate decimals and 
s"lasheE. 


3> 


Indicate the subject codes you want searched in numerical 
OJ’der. Chech the ISC for the subject codes most appropriate 
for providing document references- In case of doubt, first 
discuss your coding pr oblem with the s enior librarian in the 
general reference unit | If she cannot resolve 


your difficulty, refer it to the Assistant Chief, Analysis 
and Catalog Braiochl ' 


Ai“ea codes 

Determine the areas wanted by the requester- If he says 
Western Europe, "Far East, Southeast Asia, Latin America, 
Middle East or Wear East, ask him to name the individual 
countries to be included. If he specifies S£.telllte8, 
does he want Eastern and Western? If the request is for 
information coucernins the USSR and/or Satellites, use the 
following bloc desisnation; 

Bloc A - USSR and all Satellites; Bloc B - USSR only; Bloc 
C just European Satellites; Bloc D - Far Esstern Satel- 
lites only. Since the Machine Division lias e list of the 
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individual area ccjdes "fco be run for each bloc, this eliml- 
iiates readitjg long Hats of area codes over the telephone. 

Ltat the area codes and any brealtdowns thereof in proper 
sequence. 

Security classification 

Have the requester designate the security classification of 
the references he •vrants to see. 

See also REQUESTS EROM OUTSIDE AGEKCIES (2 b below) 

5) Sources of information 

6) Dates of publication 

7) Locator- numbers, if any 

8) Urgency of request 

Always find out the analyst’s degree of need and give him 
a i-eesonable estimate of how long it -will talce the Kfechine 
Division to service his request. "Crash” - immediate hand- 
ling; "a” - as soon as possible; "B" - routine. 

9) Cards or tape 

Ask the requester if he irants to use IBM cards or to have 
aa inbellofex tape lorepared for him. Cards must be screened 
in the Reading Rom, whereas a tape is given to the requester 
oa a retain or destroy basis. Cards eire preferable if there 
are a large number (500 or more) of references involved, 
because the requester can discard citations of limited interest 
before a tape is prepared. Itoreover, you can obtain cards more 
quietely from i&ohiue Division. 

If the analyst desires a tape, ask him if he needs one or two 
copies of the tape, and have him specify the order in which he 
wishes the referenc(56 to appear. 


lO) Date and time request is telephoned to l<Iachine Division. 
Telephone instructions to Machine DivisJ-on At 


I 1 

this time, the tSachlne Division wlH provide you with a control 
''.umber which must be recorded in the "Request Ho." block of your 
"Index Search Record" sheet. 

File the "Index Seni'ch Record" sheet in a folder labled "Machine 


A 





I 
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Runs" wliich is kexrt iu ik 23 

d- you receive a completed request from the Machine Division, fill 

in the fclloving on your origlhal "Index Search Record"; 

1) The date and time you received the completed request 

2) The number of references furnished. 

In those instances where you feel that the number of references 
supplied i?j Insufficient, e^qolore the feasibility of making a 
re-run, using a slightly different subject or area approach. 

e. Scan the tape to make certain that all the entries a:i:*e legible and 
that the security restrict iotas have been observed. Stamp the correct 
security dasslfication at tha hag't nn-t n<x Anrt f>riri nf* •ha-np... I 


any cape oeai’iisg a header card, describing OCR facilities and services 
must have a classification of at least COHETDEKTIAL. Retain or destroy 
should also be stamped on each tape. 


25X1 

25X1 


i 


f . Have the requester sign a receipt (Form no. 38. l6) when he receives 
his tape. Pi’epare duplicate receipts for tapes requested by CIA 
analysts [see Attachment B for the correct way to fill out a receipt). 
Have your requester sign the original copy of the receipt when he 
picks up his tape, and file it in chronological order by run number in 
the Machine Run Receipt Box in Room 1426 M. The carbon copy is for the 
requestex“’B retention. 


See also REQUESTS IRCM CKJTSIDE AGEiSCIES (2 e below). 

Requests from outside agencies. 

Follow procedinreo iu la. -f. above, with the following additions. 

a. Log writteti requests frcsm outside ageacies imsnedlatelj'- upon receipt in 
the Collection Directives Polder filed in 1425 M. Ent.er the following 
pertinent clatas 

1) ¥.m.e of requesting agency 

2 ) Request number 

3) Bi'isf statement of subject and area 

4) Your name 
5 } Due date 

6) Dfite you send out the completed request 

b. Security clasaiflcation 

Be extremely careful of security classification on icdellofax requests 
from outside ageacies. Eliminate 
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^ Segregate references bearing a distribution 
v/amlng /8 and/or /97aticl screen them carefully to be certain, that 
an outside agency is entitled to see them. 

1) Defease Agencies (Army, Navy, Air Force) as a general rule, 

<5an receive Intellofox tapes, in duplicate, through TOP SBCEET 

2) Jieparbiueiit of State 

laay receive references through SECRET only 


3} Hon-IAC Agencies wortslog on portions of 
Suz'O'eys 


slliget 


a) Receive references through SECRET only 

b) Do not receive 

ONE reports (locator 02“0700) 

OCl material (locator 02~0800) 


Distribution varaing material ( /6 and /9) 
ereept 5DD translations (locator 02-0620) 

k) Research organizations under contract to the Defense Agencies 
(Same as 2 b Slabove 


a) have TOP SECRET and CIA IFTBRICAL USE ONLY items put 
on separate tape 

b) Imve their tapes transmitted through 

vho assumes respons ibility for determining those Itesns 
I ^representative can have access-. 


H OTE i: In situations not covered by the above instructions, chech 
with ¥he eippropriate branch in OCE/Llaison Division. 

c. Receipts for tapes 

l) X’repar'e three copies of the receipt — one to be signed by 
the Iridividual charged vlth transmitting the tape, the second 
copy to be signed by the requester, and the third copy for 
the x-equestei' ’ B retention. 

2} the copy signed by the trauBiuittal officer from the 

Receipt Bo 3^ as scon as the copy signed by the original 
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requester is returned and filed, 
d. Transralttal of tapes 

1) ISllitary services 

Give tapes to the CJ-aasified Xiaterlibrarj'- Loan Librarian 
(1050 M) for transmittal. 

2) Other agencies 

Give tapes to appropriate OCE/Liaisou Division officer 
for delivery. 

3. Continuing Intellofax listinsa 

Bring to the attention, of the Chief, Information Section, requests 
for continuing intellofax listings. That indlvidiral •will formalize 
the requeat by drafting a memorandum to the Chief, Machine Division, 

OCR. Conliimiug listings a'ln'eady in effect are noted on cards filed 
in the Reference Reminder Box, which is kept in 1425- M. 

4o Book tapes 

It Is possible to have a book tape prepared frceu either the subject 
or area sc^ction of the i>!ain Catalog located in the Bibliography Rocsn 
(l4l4 M). ;Pu 11 the desired entries, ■weed duplicates, alphabetize the 

eaj.’ds, and send them to the ^fechine Division for scanning » If there 
are no classified books or no material higher than CORFIDESiTXAL, be sure 
to Indicat.a tiiat you want the entries to be scanned on unclassified 
paper. You are respoasible for stempi'Qg the correct classification on 
a booh tape before yon release -it to your requester, Normally, a tape 
•which has no classifltsd eD.t-riG8 on it, is stamped FOR OFFICIAL USE OHLY. 


5. Basic iatelligenae tapes 

A tape of basic intelligence studies can similarly be prepared from 
the Basic Intelligejace Catalog in the Bibliography Rcem (l4l4 M). 
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1 .xpril 1955 ' 
(reissued 1 Miay 1956 ) 
TTR/l APPKI^n, AITACHMENT ?. 

5S^l££Ug.?.Bg:i'ty. ClusBificutiofl Codes 

that ■’^^'‘lysts on use of /9 between 13 Feb-l8 March revealed 

' iepox*t 3 had inultiple secisrlty controls which required /9 

catecory is to be split by (a) assigninG new 
coitroS any exception to 

Security Classification Code Guide dated 1 ...pril I 955 
whxch supersedes revision dated I 3 Feb* 1955 * ^ 

4 . Pornierly controls such as /9 vrere permitted in ccmbiiiatlon with security 
.asEi_ication 1-5 only, Effective this date security conti'ola /O, /v, 

/o, ana /9 may be combined with 1-3, .h-F, and J-K* 


5 . In some cases of multiple control more than one slash may be used to 
indicate such controls. ' 


You will note in paragraph !'• above that controls nuy be combined with 1-3 ' 

and that 4 and 5 are excluded. Siere is one exception; State Bept. Limited 25X1 i 
Ofiiciiil Gse './ill be coded ^•/9• In other" cases where you find it necessary 
to lise a control with either 4 or 5 I ^ I 
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APPENDIX # 3 

INTSLLOFAX RUNS MADE BY ORR FOR THE TASK TEAM 


X-Iben the Consultants evaluated the intellofax syEten, they examined 
the coding of documents at the input stage and the coding of runs at the 
output stage separately. Their subsequent evaluations were based on the 
fact that reference librarians did not code the same run in the same way 
and document analysts did not code the same document in the same way. 

This task team felt that it should employ better methods of study since 
it is impossible to predict from a perusal of coding alone just what effect 
the variations in coding will have in the final results of machine runs. 

For example, two document analysts might code the same documents differently, 

as they did foi' the consultants. Analyst "A" night use three codes, and 

analyst "B' four codes; however, both analysts may have used three identical 

codes, the fourth code having possibly been added by analyst "B” for Insurance 

purposes and perhaps exerting no real effect upon the ability of the intello- '' 

fax system to I’etrieve the documents. 

The task team decided to investigate the intellofax system from the i 

other end- that is, to try to learn how many errors occur in the handling of 

test runs ; and then to examine the coding to find the reason for these | 

errors . 

Five different subjects were chosen for the test runs throiogh a selec- 
tion based upon the fact that: 

(1) They were subjects normally handled by intellofax. 

(2) There were excellent files on these subjects in ORR; therefore, 
the task team would know in advance approximately what the 
results of the runs should be. 

^ ■ I 25X1 1 

I 


I 


The intellofax runs on each of these subjects were requested by re- 
or.arch analysts in ORR responsible for the subjects. The analysts discussed 
+V1-. nrobleras with the Composite Group in the Reference Branch of the Library, 
results' of the runs were then compared with ORR files for the following 

information: 
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-C The number of documents recovered by the intellofax system which 
pertained to the subject desired. 

A, The number of documents on the run containing valuable 
information. 

Bo The number of documents on the run containing infonna- 
tion of only nominal valuer 

6« The number of documents on the run containing informa- 
tion on the correct subject but of no value. 

II o The number of documents on the run not on the subject desired. 

IIIo The number of valuable documents in the analyst's files which 
should have been recovered by intellofax but were not. 

VJ * The number of valuable documents in the analyst’s files which were 
not recovered by intellofax because they are not coded by intello- 
fax - for example FBIS Daily Reports. 

Vu The number of instances where the subject of the run xms also the 
principal subject of the document. 

The results of the exarainatious of these runs are shown on the following 
charts. 
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In general there seems to be little difference in the title descripti^ 
of docvra^nts over the period ocf time considered here. So^ o 
documents ^rere •well coded, and bore descriptive titles, o 
Some of the 1957 documents ha ve titles T'Thich are usefu l, others c 
stand considerable revision« 
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Results of Intellofax Run on 
Production of Russian Malallne 
Locomotives July 1951 to Date 


Total number of documents examined 


Number of documents recovered by the Intellofax run uhich 
were on the subject desired. 

A. Humber of docuirients contalnins valuable information 

B. Humber of documents containing information of only 
nominal value 

C. Humber of documents which were on correct subject 
but which were of no value 


Number of documents brought out by the Intellofax Run 
which were not on the subject desired 
Number of documents which were in the analyst s fries 
which should have come out on the run because they 
were on the correct subject and were the type of aocu- 
ments normally handled by Intellofax. 

Number of documents in analyst's file xjhlch were on 
the sublect desired but which did not appear on the 
run LcLse they are documents not normally intelloxaxed. 

FBIS 

PDI) 


Current Digest of the Soviet Press 
BBC Summary of VIorld Broadcasts 
ferklng Center Briefs 
Polish Press Summary 

Number of documents in which the subject of the run 
the principal subject of the documenu. 
tobS of ao<=®..rts in vM=h the subjeet bf the run 
S not the principal subject of the docnniont. 


300 


158 

30 

TOTAL 191 


82 

37 

22 

25X1 
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130 I 

61 i 
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of Intellofax Run on Chinese Mainline Locomotive Froducti^ Pj 'to 

Total nimiber of documents examined 

I. Uuaiber of documents recovered by the Intellofax 
run vlaich were on the subject desired. 

A. Kumber of documents containing valuable information 53 

B. Number of documents containing information of only 

nomiml value. — ■ 

Co Number of documents which were on correct subject 

but T^hlch were of no value. ^ 

TOTAL 57 

II. Number of documents brought out by the Intellofax Hun 
^rhlch were not on the subject desired. 

HI. Number of documents which were in the analyst's fHes 

which should have come out on the run because they were on 

the correct subject and were the type of documents normally 

handled by Intellofax. — • 

IV Number of documents in analyst's file which were on the 
’ subject desired but which did not appear on run 
because they are documents not iions©13-y Intellofaxed. 

Y, Nimiber of documents in which the subject of the run was 
also the principal subject of the document, 

VI Number of documents in which the subject of the run -was 
not the principal subject of the document. 
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ORR Comments 


There is no simple way of locating the docimients listed on the 
intellofax run. This makes it difficult, on lone runs, to check 
off the documents against the listing itself to make sure that 
all documents have been received. 

No page numbers are given for FDD Sunmuiries, etc. For exoirgjle 
(Item #163) CIa FDD Summary y/936, 23 May 195 ^ was listed with 
no page reference. This document was composed of l40 pages. It 
had 24 pages on railroads of v^hich 22 had to be scanned before the 
first (and only) item on locomotive production was found. 

The FBIS documents often actually contain no more information than 
is given on the Intellofax run (item ^YJO, IJl, etc). 

Air Intelligence Info Reports which consisted of approximately 
166 of the 430 items listed p ractically always contained information 
of the type requested. This^iras probably due to the fact that most 
of the reports dealt with sing le subjects and were short (about 1-3 
pages), r 
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CONSUl-ffiH AtlALTSIS OF BITELLOFAX RUNS MDE FOR THE TASK TEAI-I 



The five ORR 'best runs x-rare made for the Task Team by four ORE 

analysts s 

who directed the investigation and also served as a member of the TasK 
Teanio In Appendix /('3 the results of the study were compiled by the 
Task Team, which mad e no attempt to interpret the findings.. The follow- 
ing report, prepared on behalf of the group, includes 

a more detailed summary of the findings os well as an interpre'tation of 
the results and tlius pi-esents a judgment of tlie effectiveness of the 
Intellofax system from the consumers* vievipotet™ 


1„ Introduction; purpose of the prxijec t 

This research project was designed to test the effectiveness 
of the Intellofax system as a method of document retrieval and to 
identify its strengtlis and wealoiesseSo Specifically, the project was 
to determine; 

ao the degree of pertiiiency and relative value of 
documents retrieved on specific tape runs; 

bo the number and ‘type of documents which were not 
retrieved by these runs but should have been| 

c. . the volume and type of material pertinent bo the 

subject of the runs which is not now Intellofaxedj 

d. the consistency of identical rtuis made at different 
time So 

2o Procedure 

Five subjects, corresponding to common types of ORR reports, 
were selected for testing the system^ Two factors governed their 
-election. The analysts who were to carry oub tlie research were to 
brexperienced and thoroughly conversant vdth their subjects, and 
thPlr files were bo be well-organized, compre lensive , and to have 

maintedned continuously for several years. In addition, an attempt 
was made to sample all major areas of tlie Sino-Sovlet Bloc (USSR, China, 
Sechoslovalcia) , bo vary tlie tijne-span of the test rims (from the past, 
two to the past eight yeas's), end to include 1)oth veiy specific 

f-onpral tooicsc, A description of the subjects and a listing of 


two to the past exgnu ycecra;, cuiu uu 

rather general topics . A description of the subjects and a listing of 
the analysts who performed the research is given in Attachment A. 
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The testing waa conducted in the following manner. Each topic 
was carefully discussed i.iith the Composite Group in the Reference 
Branch of the library , coded, and two copies of the retrultiiig tape 
run obtained o The cards were not screened, All docimcnts .appearing 
on the runs vjere ordered. 

In order to establish the degree of per’tinency of the documents 
which were tlien obtained, a series of categories was eE:tablished into 
which the documents were divided. It was assumed that the analyst 
was screening and analyaing documents preparatory to x-nriting a report 
on the subject of tJie run Tsee Attachment A)„ In the sicreening stage, 
the documents were divided into two general groups? those pertinent 
to the subject of the run (1,6, those i-jhich had been correctly coded) 
and those vihich were corapletely embraneous to tlie subject af the run 
(ice, incorrectly coded or appearing on the run by accident). 

To determine the relative value of the pertinent documents to the 
hypothetical reports, th^ weire fur’ther divided into three (proupsr 

a, those which contained data of such x'alue that they would 
definitely be used in the actual vjid.ting of such a report; 

bo ’those •fihich contain less important data usefxil pripiau'ily 
as backgiVDund information; 

Co those vihich contained information of such unimportant or 
fragmentary nature tha’b they viere of not significant val.ue 
( although still properly coded and belonging on the run) . 

The a5ial3'’sts were well arware of the subjective nature cjf deiier- 
mining the value of particular documents. This was mitigateid as much 
as possible by exchanging views on how to apply the criteria. Because 
there ’was undoubtedljr variatio’A in the application of the criteria, 
the data in the attached tables shouj.d be considered as illustrative 
or suggestive rather than as definitive. 

In order to establish the* number and type of documents vjhich 
should have appeiared on the Inbel-lofax rtuis but faij,ed to do so, all 
documents in the analysts” files viere checked against ’the doevunents 
appearing on the test runs and documents of ’types normaliy Intellofaxed 
but which did ao’t appear on tlie runs were identified and listed. (Thiese 
lists were turned over to the (chairman of ?-esk Tevun One for analj’sis by 
another member of ’Uie Teara). iff ter listing, the documents were evaluated 
and divided into bvjo groups? those vihich would iie used directly in a 
report on the suTiject of the :mn, and those vihich vcould be useful. pr,i.- 
raarily as background irLforma’b;i.(jn, 
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To identiXy iiie voliime of material pertinent iio the subject 
of each run of t5rpes uhich are not now being IntellofsDiedj all other 
usefia material in tlie analyst’s file was divided into two groups: 
onej material directly usefnl to a report j tt/o, materiel useful 
primarily as background information. 


Finally, in order to test the consistency of runs liiade at 
different times, tliree of the original runs (.nvuiibers 1--3 in Attachment 
A) were run a second time, using the same In'oelligence Subject Codes 
and cut-off dates, 

3 , Resu3.ts , 


s.,e,.c.-r-.e-t 
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TT’R/l - APPi,]ffiE-: 3 
iU.’TIL,:: 

ttie codinrof that 

over the period before ye^s is much improved 
on runs 3 and )i ohntTc. exananaoion of the documents drami 

coded of portidency for- dooments 

mns 3 Srh tnfrn^^ pertinency of 

locoMotSes^a^e iSridSlJLSl^'f "'“I-" IskiB? 

are trufVoi r, identifiable from a coding point of view than “ 

on loS^4vL oSS®?Lf ’’T “■'toioinS information 

inpiH-oM mainline (industrial or raininr types) 

redSe'd Se'der^pf categoiy^ A thLd factor which 

regced tiie o pertinency of runs 3 and U is the fact that until 

t^eso differentiate between mainline and other 

problem of sinf-:le-subject versus 

suggestion is made that 

. ' , . e codei oO thau chose with ira^Tiientary information on a 

S^'toiri^ristioi^/as f ^ Although' an evaluation 

+Lri, y, ‘"P ^ research project^ the 

teot mns showed tliau some aspect of the subject of the ^ was tlie 

£ r>Pf^P^ two~tliirds of tlie pertijient documents which were 

retrieved Uttactaent G)„ Again a contrast was apparenrbetween uZ 
more specific and the more general runso Among the former (test r^ms 
l^h), ohe percentage oi documents in -which some aspect of the subject 
■•rn Pi’incipal subject of the docur,ient ranged from ^0 

this category^^^ pertinent documents fell in 

>30 far as die relative value of the pertinent doaiments goes, a 
surprisingly small percentage was considered to be of little value on 
test runs 1=4-. As _ Atteclunent B shows. 6 out of 7 docimients'ret-ievS 
on these runs provided either useful background inforaiation or informa- 
tion of direcc value to a report on the subject of the runs, Mthougi! 
test run_ 3 illustrated the greater difficulty of procuring useful, 
information on a more general topic,, even ho’e more than half of the 
pertinent docuraents contained useful infoi-ination. 

b„ and c.. Pertinent documents wh ich were not retileved or 
retrievable by the Intello fa:;: system , ' 

, , . . i'l’or.i a comparison of 

the pertinent inaterxsl in l/J.H files with the pertinent mattuual 
retrieved by li of the test runs is Uiat the Intellofax system' is doin- 
a very saiisiactory job of retrlevin;, documents w'hicli ere oiaced in 
the system,. As Attachraant D shows, tiie files in l/rh contL^ned 123 
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H'R/l - ^^PBNDIX 3 
.AJIMEX r^'l-c; 

were have been retrieved by the system but 

wS nS aialSw ^ this information 

pertin^t aOd nofl'n amounted to approxinuitely 18 percent of the 

tSnS 

on .., ^tout UO percent of pertinent documents in I/Tfi files 

beinr''lS^i?'^J^ °f the Cow test runs were of types which we not now 

tion\b?^?n these, uhree out of five contained informa- 

tion which would be used directly in a report » Data on pertinent 

i°S^?n^f+?''^ Intellof axed are sur.mai’- 

^ -fJ-ttachmeni, Dj the documents are broken dot-m by type in Attach- 

ZL ^ publications comprised more 

than thi-ee out of five useful documents of types not being Intellofaxedo 

do Consistency of runs o 

Test runs 1-3 were re-run with the same code patterns i- to 0 
weeks after t!-*e original runs.. In the case of run 3 the terms of 
reference were sliglitly different, due to an e.t*ror, and therefore a 
different number of documents appeared on each nuio In the case of 
runs 1 and 2 both versions were identical vnth the exception of docu- 
ments added after the original, cut-off date^ 
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Topics 1 tiu-o-uch U were selected as typical e prnnlas of vew 
topics dealing Tja-t/h readily ident/l abl(^ 


Topic 5, a much raore general subject composed of less easily identi- 
fiable and less specific elements^ -was selected for purposes of conti-ast„ 
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APPENDIX 


The QSI Studty on Dogument Coding 


In 1S'56 Dr<. Malcolm Pratt of OSI conducted a stucfer of the intelligence 
dcwuments received in one division of OSI (see attachment //l)o He had the 
suDject interests of FSA/OSI reduced to code numbers in the ISCo These 
codes, representing the requirements of OSI, were compai'ed with the codes 
^signed to the documents by the Analysis Branchs Document Division, OCR. 
The conclusion of his stuc^r was that liC^ of the documents reviewed (which 
were pertinent to OSI needs) could not be recovered by means of an Intel- 
lofa:x run because the proper code numbers had not been ?issigned to the 
documents . 

During the two years since this stuc^ was made some individuals have 
accepted it as proof of the unreliability of the intellofax system >dxile 
others have questioned the reliability of the study itself. However, 
until this time no one has ever examined it to determine the validit^r of 
its conclusions. 

Fortunately, Dr. Pratt had kept the material used in his stud^. 

^ The task team was able to examine the codes used (which OSI had described 
as equivalent to their reading requirements) and were also able to scan 
the documents which OSI claimed to have been coded incorrectly. 

To evaluate the study the task team took a sampling of 1^3 documents 
from the group that OSI maintained were essential to their operations^ 
but had been coded incorrectly. The coding on these documents was then 
evaluated by the .Analysis Branch, Document Division and by members of 
the task team to determine whether it was correct. A detailed break- 
doTO of the number and kinds of ezTors found is included in Appendix #3 5 
below. 

The cimclusion of our examination was that the number of docuinents 
coded incorrectly in the Document Div5.sion was about hal-f of that esti- 
mated by Dr. Pratt. He stated that 31^ of the documents essential to 
OSI were coded incorrectly,^ while our sampling produced a figure closer 
to There are several reasons for the vasdation in our findings. 


3- None of "the documents regarded by OSI as marginal to their interests 
were examined. 

^ The figuJ’e of 31^ does not include the items of marginal interest to 
OSI. The ei’ror mentioned in. Dr. Pratt *s report includes those 
marginal items . 
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TTR/l APPENDIX 4-2 


Firatj the codes submitted by th© OSI branches as representing 
their dissemination requirements wer^e incomplete. One examples one 
important code for nuclear research was missing from the list submitted 
by OSI. A large group of documents which had not been assigned the codes 
specified by OSI could have been recovered by an intellofax run made by 
a person who understood the use of all of the codes in the book. 

Second, several of the documents did contain the proper codes but 
the clerk in OSI who conducted the experiment had failed to notice them. 

Therefore, whereas Dr. Pratt was correct in assuming that enors 
occur in the coding of documents for the intellofax system, the total 
percentage of error shown by his stu<fy is not as great as his report 
indicates. For a moi’e detailed discussion of the errors and for suggest 
tlons as to what cjjn be done to reduce the margin of error, see 
Appendix #5, below. 
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ATTACHMENT //I TO APPEfIDIZ 


23 Hoveniber 1957 


lo The attadied Figures 1-3 relate graphicallcy types of 
CL\ and Air Force intelligence reports X'ri.th analyst interest 
as tliese were routed by OCR to the Physics and Matheiaatics 
Branch and the Chemistay Branch/?SD/OSI during a three-week 
period in the spring of 19$6<, 

2o Th© study was undertaken to determine whether more 
effective dissemination might be achieved on the basis of code 
assignments ’under the Intelligence Subject Code (ISC) in place 
of tlie subject reading guides then in usco Uie conclusion was 
emphatically iTiore serious# hox-iever# was the finding that 

of the reports judged by the analyst to contain information of 
which he must be aTrare# son© forty percent would not be re-teiev^ 
able through the coding and machine control as then maintained 
by OCRo 

3o The test itss conducted by asking each Branch to design 
nat© all of the codes in the ISC wiiich covered the analytical 
fimction of tlie Brancho As the mail was received# the FSD ' 
screening clerk# who xjorked in close association wi'^ the aa» 
alysts# separated the reports into two piles s ons tshi?^ she 
thou^t the analysts would wish to receive# and one which she 
didn't* The second pile would normally not have been sent to 
the Branch# but for the test period it was#. A second clerk 
attached to eacli report a 5 x 8 card of different colors de-> 
□ending upon whether the report carried one of more of the copies 
speeified by tlie Branch and whether it would or would not nor- 
be routed to the Branch* The analyst was asked to detach 
tWn card and check one of the four statements thereon# ^uich 
were in effect the four conditions shorn in the legend on each 
Figure* TSiese cards wer®' raturned. to' a central, point for the 
analysis tAuich forms the basis of tluese charts* 

Tb© test was confined to CIA and Air Force reports 
because only these were coded befo3?e dissemination by th® OCR 
reading panel* 

The Pundanffintal Science DiviSslon (FSD) was then Imown 
as the Fundamental Science Area (FSA)* 

6* literally, th© notation under columns 3 and Ij. should 
read ^^t normally routed to th® Branch*" 

7, The forty percent figure, mentioned ©aj^lier# of reports 
containing essential infoxination and yet not later rotrie-?rable 
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by machine searcbiiog is the ratio of the area in red to the 
Xarger one outlined in redo 


Malcolm Pratt 
IPS/SI 
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APFEmiS §$ 


^ System - Study of Pratt 


charge in Consultants® report that the system is tni« 
meaninglesss it merely implies that the system is im» 
perrect without giving any degree of iraperfectiono 

Thu questions must be answered: 

lo 'What is the margin of error in the system ■=■ $5? <=■ 10^ -5056? 

2o If Idle margin of error is greater than can be tolerated by 
the usersj can it be reduced by a) changes in th® S 3 r 3 tein 
itself^ and b) new controls and checks imposed on the system? 

T© answer these questions the Task Team used three metiiods of 

iD.vestigations 

lo It made test machine runs on subjects ’^ere the results 

of the nms were already known and could be checked against 
ORR researchers® files o 

2o It reviewed a stu4y made by Dto Pi'att of OSI several years 
ago in ihich he claimed liiat the coding of documents is 
very unreliableo. 

3o It interviewed analysts from various Agency offices who 
had participated in th© questioanaire to leam how ef<= 
fective the system is for their particular needs® 

tfeat is the preaent maa^gia of error? 

An examination of a sanple gro«p of documents from Dto Pratt ®s 
study indicated that about of the documents were attributable 
to system errors » In one test run (ORIi inn #231) » the margin of 
error was also 

In 19^6 DTo Pratt conducted a study to determine ^diether it 
would be possible to route documenta in OSI according to the codes 
assigned to the documents by OCRo Because he found the codes !«!<=• 
suitable for dissemination purposes^ he concluded that a large per-« 
c®«'fcag© of the coding was incorrecto A i^re completo ijeview of 
the Pratt study is contained in Appendix U of this reporto 
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OSI (Pratt) Study Errors 
System Eixors ® 21 


ttr/1 appendix 5= 


Coder did not xuiderstand document 
Coder milgsad an important concept 

SoHerTe^^^sncral codes rather than specific} thea^S" 
?or e Ss sed specific institutes (carelessness^ lazi® 
nessj, misunderstanding on extent of coding expected) 
Confusion betueen researchj) development and prO" 
ductioa (600 vs 700 Section of ISC ) 

Coder omitted aopropriate codes 

■ Total 


Hon'=System Errors 22 

Content of documents did not warrant use of number, s 
listed by OSI 

Open publication “ not codeci in system 

Missed by OSI clerk Total 




Errors in Machine ?cai 

S ystem Errors - 33 (lJio55? of toi:al run) 

Cod©3? no't ia:idex*s oand doc?uin^5n.t» 
Goder"^ not include code for teucte 
rcoci©'s"^uSisid docvunsn^os) «=• lasm^sss) 

rarelessnessj lack of under stanctingo 

SS% faille -5^ 

Lchine era-or (correct code on cc.de 
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TTR/1 APPENDIX 5-3 


= 5 
-7 

= 2 

- 2 


o prefix action code applicable 
o specific mention of truclcB, per s e, in document 
^TCument discussed estimated production, which was 
aot requested in run (correctly coded 8-ll/) 

Documents covered other aspects: 

Military use of trucks 
Research and development (correctly 
coded 662.113). Composite Group may have been 
at fault by not inquiring whether prototypes were 
to be included. Researcher obviously expected 
these, as he filed them under specifications, 2-5/ -11 

Duplicates listed by researchers = 2 

Documents not Included in system 

(Joint Weekas, Cables) _ g 

Total -32 


25X1 


How to correct the error outlined above - The terms and the area of 
coverage of each code must be carefully and clearly defined so that 


^ Another large area of confusion in semantics between research 
analysts and document analysts (coders) is the definition of "exirarts". 
Some ORR analysts expect to find offers to sell a product with com- 
pleted transactlcas, whereas the Document Dlvislot, coders have the 
two concepts under separate codes. 


S-E-C-R-E-T 


Sanitized Copy Approved for Release 2011/01/04 : CIA-RDP82T00271R0001 00120004-6 




S-E -C-R-S-T 


TTR/1 APPENDIX ^ 



and thp analysts (users) will know what to excect from the codes, 

cSes (coders) will know exactly how to use the 

Librarian must continue (and this will be improved by 

vifio ® I’® senior analyst in the Comoos ite Group) to ad- 

vise the researcher of the meaning of terras. ‘ 


This task force or any other could never reveal all of the ex- 
€unp es of errors (or vhat researchers consider to be errors) in the 
from seraantic differences. I'he best way to uncover 
s unreliability" is to have the Composite Group make frequent 
follow-ups on the results of machine runs. ' When the Group discovers 
that an analyst did not obtain certain documents he felt he should 
have received, OCR/DD should cither make a decision to code this 
category of material under the particular code desired, or put an 
Indication in the subject authority file (which should be establish'Cd) 
that this type of material is covered by another code. The decisions 
BO made, as well as those which already have been made, must be en- 
forced by constant review of the work of the document analysts by 
the senior coders . 


A much smaller group of coding errors (about 8 % found by the 
Task Force) were caused by the fact that the document analyst who 
,j^ed them evidently did not understand the subject discussed in 
^ document. The proposed plan to break up the Analysis Branch 

by subject will help eliminate this type of error because each 
analyst will have a smaller number of subjects to handle and can 
develop some specialized knowledge in these subjects. Again, re- 
view by a senior document analyst who is highly specialized in a 
specific field will increase the reliability of the coding. 

Of the total number of errors in coding, one third were at- 
tributable to prior careless or inadequate coding. One example of 
this was a document describing several scientific research institutes. 
The document was coded under one general number for research insti- 
tutes, instead of under the specific codes for each institute. Re- 
view by the senior coders seems to be the only solution to this prob- 
lem . 
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^ intellofax systemo In -Uie example cited 

j likely that the agency will need to know -(jhat 

wES * contained i n that particular institute as it i.s lilce! 
to need tn imor^r T- toy nja^y.' 


-ui wio neierence 


The present system of placing the senior codera 


5 


Branch on rotation assignments should help to 
oring the needs of the research analysts and their metiiods of con=» 
ducting resoarcli to the attention of the Analysis Branchy, OCR/DD,, 
Dividing the AniiLysia Branch by subject should help also, because 
it will bring tlie coders in contact vjith their counterparts who are 
coding research on the oaina subjects elsewhere o 


'Bie errors in tlio system thus far discussed have been, for the 
most part, those stemming from the original coding of the docuioentSj, 
althou^ mention has been made of the dfficulties wlich arise ^en 
the system does not under3t4md Just Tdiat the analyst expects from 
his liiteHofax iniUo However, in the course of intervierwing analysts 
from varioTis parts of the agency the Task Team uncovered a machine 
run in which the coding of the request for recovery of docunmits was 
inadequate o It is impossible to tell now Just how mary of the errors 
In the syataa are caused by inadequate coding in the recovery process o 
who made a daily review of tlie coding dome in the' 
Reference Branch after the runs were made, estimated that there was 
a % error on the part of the Librarians due to mI.scoding, omission 
of coding, overcoding and misuse of area and action codeso The member 
of the Task Team ^dio participated in the Composite Group experiment 
states that the Group/* s procedure has reduced much of the error from 
this sota*cS“>not oialy because the Judgment of two people better than 
that of one, but because the representative from the Analysis Branch 
is pi-esent at a3J. timss instead of arriving at the end of the djy 
to offer assistance 0 
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APPEITOIX # 6 
CUSTOMER OPINION 


► 0 


Ing tSirsuSeSio^r exploring customers ' opinions and obtain- 

!• Questionnaires were returned by 429 Individuals representing all 
mjor components except those under the Deputy Director (Support). 
Tabulated results of the questionnaire £ire given at the end of this 
Appendix. However, statistics from the questionnaire have limited 
value because of the uneveness of the volume of responses from dif- 
ferent offices. ORR personnel returned 64.4 per cent of all ques- 
tionnaires received. While ORR Is the biggest single customer, this 
percentage is out of proportion. Of more value were the Individual 
comments, some quite detailed, made by many persons filling in the 
questionnaire, 

2. Seven round-table discussions were held with small groups of custoners- 
four with ORR personnel and three with CS personnel. The results of 

) these are reflected ih the body of the report, and also In the Individ- 

ual comments summarized below. In addition, an OSI employee who had 
made a study pertinent to the tash team's area of responsibility some 
time ago was interviewed, his study reexamined, and its implications 
further explored (see Appendix ^,^4 and § 3 ). 

3 , Two members of the task team were from using components, again ORR 
and C£, and were themselves either substantial customers or closely 
associated with substantial customers. This contributed both a 
customer viewpoint within the task team Itself and the benefit of 
much infomnal discussion within those components. 

Custom&r Attitudes 

Intellofax service is essentially a relationship between the service it- 
self and the requester or user. Hence, the custoner is an essential part of 
the pi*oce36 and observations concei’ning the characteristics of the customer are 
pertinent to the problem. Although OCR cannot control the natures of its cus- 
tomers, an understanding of them can add to the effectiveness of customer rela- 
tions and customer education. 

While constructive suggestions for needed improvements in the Intellofax 
system came from many analysts, the more intemperate reactions were concen- 
trated among persons who exhibited one or more of the following characteristics: 
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^ simple life of the days before the invention of 

o wheel, the industrial revolution, or the electronic age. These 
naividuals identify machine methods of handling documents as the 
cause rather than one result of the increasing complexity and bulk 
of human knowledge and information. Their Ideal image is of a golden 
oak card file from which they could identify, with their own hands 
and eyes, every piece of Intelligence information and every report 
and monograph that has flowed into the Agency since its birth. Micro- 
films and sprocket “feed accordion-folded paper are alien symbols and 
threats to security. These people merely exaggerate a feeling shared 
by most of us, and many of them are quite frank in acknowledging and 
discussing their o%ra discomfort in adjusting to the machine in re- 
search techniques. 


2. A rank -happy distaste for getting their toes wet in the same pool as 
the humble hewers and dra'vrers. If told that many hours can be saved 
in their particular search if they go to the library and screen the 
cards, they either send a clerical subordinate to perform such screen- 
ing or reject the suggestion altogether and later complain of the 
length and lack of specificity of the machine run. The opposite side 
of this same coin is Illustrated by Junior and Intermediate personnel 
who carry out parts of research assignments under seniors, and who 
complain of difficulties resulting from inadequate briefing on what 

D the senior is actually after. This withdravna attitude has particular 
applicability to the passages in the body of the task team report 
dee Ling with the heuristic value of searching. 

3 , An Inner-circle complex under the disguise of security-consciousneas. 
Much less prevalent that it was six or even three yeai’s ago, this 
attitude occurs most frequently in the CS components. It is an 
extreme foimi of the classic conflict between security and efficiency. 

In oi'der to "bury" the "operational interest," these individuals 
puriJosely clisguise the request and refuse to explain it sufficiently 
to enable the librarian to use Judgement and initiative In fulfilling 
it. 

At the opposite pole, the best i.nf03rmed user reactions, whether critical 
or favorable, recognlxed the intellofax as one research tool among many. Its 
orcsent drawbacks including both inherent limitations and correctible weaknesses. 
GVen when present obo:rt comings of the system were emphasized by these customers, 
thew e^cpressed the beiilef that no other imaginable system could rival the 
intellofax in handling so much end so multifarious material. 

What t.h B Customer ~I..ooks. 

vThct custcmers seek from the Intellofax falls into two main groupings: 


1 . Supi 


■/iementarj/' information, in cases where personal files have already 
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or where other tools are used earlier or simultaneously, 

or vhett tne need has been anticipated and partially met. 

^ coverage, in cases vhere the customer hopes the intellofax 

provide all the inrormation he requires. 

personaT'^ftT^oo?^^^’^^+^ stated in the questionnaire that they maintained 

for %nLrnno!-* individuals added that they used the Intellofax 

auatc uork'in^r k ; Personal files vere maintained to provide an "ade- 

flnnivr-+ ^ background and to ansver frequent " ad hoe questions." One 

r'*' ^^ibes answer most of the questions which arise had utilized the 
system to check the adequacy of his files and to do research on 
points not covered In his files. This individual did not find It worthwhile 
to use the intellofax for checking his files because of the time and guesswork 
involved in selecting documents. In one of the round-table discussions, an 
analyst from ORB 'a Analysis Division stated that he receives a tremendous 
Miount of i;mterial through dissemination channels, much of which he incorporates 
in hifc ovm files. He uses the intellofax for insurance, receiving a high pro- 
portion of irrelevant material from it. Another analyst stated the system 
rarely contributed any additional information on a subject which he had been 
following -for some time, but that he used it when undertaking a project on an 
unfamiliar subject. Another stated that he generally used the intellofax at 
bhe beginnl.ng of s. research effort and. found it gave a rapid and generally 
^Sood listing of major documents. An OCI analyst stated he bad used the system 
once or twice for the preparation of handbooks, but later built up his own 
files for this activity. 

A CS j-esearcher stated that he used the intellofax and published 
materials obtained tfirough other retrieval systems as complementary tools on 
a new research project. Even with materials in the intellofax system, he did 
not expect fragmentary references burled in other subject matter to be re- 
trievable through the normal utilization of codes. When he had extreme need 
for fragmentary references he used various approaches, such as screening docu- 
ments from a particular source of specific areas. Use of such techniques 
required wide familiarity with the entire machinery of intelligence production 
and was veiy wasteful of time. It was justified in instances where information 
was scarce and fi-aginentary data badly needed. Another CS researcher stated he 
used the intellofax at the start of a research assignment by going to the 
reference librarians and explaining his need as clearly and specifically as 
possible,, then leaving the selection of codes to them. A typical .resulting 
tape ran to i^00 items, of x^hich he ordered 300 after screening the tape, and 
only a minority of the 300 documents failed to contribute to his subject. 

He stated that this percentage of hits was higher than can usually be obtained 
from the use of conventional cord catalogues. 

Mri.ny users described various needs which the intellofax system as it now 
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:xuncr,ions .either fails to 


meet or fails to meet adequately. These included: 




Itifo r mation on c^ds . Several analysts suggested a 
fiJn <iescriptioD. of the document on the card, but few specl- 

additional details desired. One analyst suggested 
tn tn document. Two individuals suggested some key 
nv,=. V, between brief or casual references to a subject on the 

• an and detailed information on the other. Another suggested a 
mrcatlon as to the exact geographical area covered by the report. 

OTtaer suggestions for additional data on cards included lists of sub- 
topics when the report was so organized, and brief digests of the 
xepor c It is noteworthy that no suggestion on this matter of more 
Infoi-mntive cards addressed itself to the problem of fragmentary and 
incide7ital tid-blts on subjects other than the primary topic of the 
report. 

in the code . Many brief comments were pertinent 
to the problem of tape runs poorly responsive to the requester's 
need. These comments illustrate the range and variety of special 
intf rests that seek satisfaction through the Intellofax. Analysts 
In v.he military field, at one of the round-tables, stated that the 
co'.’e treatment of military subjects was unsatisfactory in that it was 
be.jcd on US military organization, which in many respects did not 
ay ply to the Soviet and Satellite armed forces, which were of primary 
i.7terest, Tliis same group also stated, however, that virtually 
.'.entence -by-sentence coding would be required to satisfy their needs 
oecause so much of the material they sought was so scarce and frag- 
mentary. A CS researcher proposed adjustment of the coding system so 
that it would be possible to retrieve by source or category of collec- 
tor. Related to the suggestion of the military analysts above, seme 
of the CS/CI researchers expressed a need of extremely fine subdivision 
in the code and multiple coding of the individual document in the area 
of International Communism. A great many comments had to do with 
missed docwr.ents when runs were made on specific pin-pointed code 
designations. The difficulty was In .failure to catch fragmentary 
references, and any solution would require a great e:ctreme of multiple 
coding. Two specific complaints were that processing and agriculture 
were not distinguished under the heading of "meat,” and airfield runway 
ccnotruction was not separable under airfield construction. 

Further 'geographic EUbdlvisions . A special and extreme instance of 
the pieceding item was expressed by analysts whose work lent Itself 
to a geographic breakdown. Sever'd ORR analysts who treat a variety 
of subjects within n very limited geographic area said they needed to 
be able to obtain runs on .specific areas within a given country. They 
also suggested that citations include the specific geographic sub-unit 
as well as subjects covered. One analyst expressed particular interest 
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m/i .APPMDIX 6->5 
Soviet Baltic republics; another 

Suropean countT-tf:. or .urther geographic brealidovn of the Western 
-laterJaL 0 ^+^^ - still another recalled difficulty In retrieving 
geographv brn»^h+ I Genmn boundary. Ocean as well as land 
goof ^ °T considerable comment. One analyst reported 

told of Door ■territorial sea problem, while two others 

oSer ^nhTnrr territorial waters, the 

Librarian f An houi-'s conference with the Reference 

in the latter ® retrieving the material sought 

ment« es coSrnSf^ turned up only two or three docu- 

suSestlr,r^r?^ » analyst's files. One 

aoDllpd -i-n flo general description” code designation to be 

applied to descriptive material concentrated on a small area, but such 

alpSJf r geographic 

Sn^?r ^ Division of CS IS very largely concerned with "reality" 

the physical enviorament and daily experience of 
svi- . ^ very limited areas. Such studies are built out of 

xtreme and precise detail. Such details crop ud in all sorts of 
documents, on all kinds of subjects, and in eictremely fragmentary bits 
one such study was concerned with a few miles of terJitSf ofeUher 
side of the border between the USSR and a contiguous country. There 
was no Limit to the type of information pertinent to the study so 
long as it applied to this pin-point of territory on the man. Yet 
there was no code run smaller than the entire USSR pro’/ince'and the 
entire adjacent country. For the code to meet this problem, however, 
would require a geographic coding operation of magnitude ccmparable 
to the entire subject coding operation. 

This was one of the most controversial issues 
chat arose. While there were many references to documents that were 
simply of worthless quality, documents that made mention of a subject 
but contained no useful information on that subject, and other ore 
>.hat was of so low grade as to be uneconomic to refine, there was an 
almost unanimous shying away from any suggestion of weeding, either 
during the original coding or by Library personnel during the proce.ss 
of retrieval. One analyst who complained tiiat many documents turned 
up in runs tliat no more than mentioned the subject of the run went 
on to say that "under -coding is a graver sin than over-cod-inn-. " 


Cji 


I I XU 

arguing ugciinot any weeding process , one analyst c emment ed he doubted 
"ttefc the brightest non-specialist could ascertain \;liat might or 
night not be pertinent to a given subject." Another noted that the 
analyst himself, familiar with the material in his field, also becomss 
iajalllai' with the relative woz'th of various types cf documents and can 
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TER/l /vPPMKEX 6-7 


Resultc of Question 3 f 3 by office: 



'“■'■ORH 

OS’l — 

ucr~ 

CS 


“Q&r“ 

“05" 

U£ie 

.27j^ 

^"orlW 

_^9 or 0% 

11 or 13% 

11 

5 

3 

3u3__t.iin.e3 I 


M-Pj^§SL 

27 or 36J 

2 or 2556 

2 

2 


l 73 or 26 % 

_ 8 or 28 ‘i 

k or 5^ 

2 or 2 ^ 




-(icl.Q_tJ[jj)g.§ I 

U3__qr„_5^ 

k or 1U4 


1 or 12^ 

2* 



3^1_ox_jiiicx.e_tAwe.J 

3__qr„.:.2£_ 

1 or 3^ 


1” '2 or 25^ 

! 




* One of these individuals circled this answer because she 
le system this often in the future. The other individual 
assistant, nutkes runs for a group of analysts. 


anticipates using 
a research 


^ of satisfaction: 


Question lt-6. On the basis of your past experience, please 
indicate whether the service [to request Intellofax card or taoe 
rut:.s J is generally; 

a. Unsatisfactory (31) 

b. Mostly satisfactory, but not entirely so ( 32 ) 

c. Satisfactory (iho) 

d. More than satisfactory ( 32 ) 

e. Do not use the service (lh-6) 


The results of this question as compared with the results of 
similar questions dealing with the other sei'vices of the Library 


shor/ the followlag pattern: 


a-tbve-i-d 


To obtain help In f indirig a particular 
— d;j.aumen.t_or_bo.o.k ___ .. 


ai-b 

c-vd 


hh 

12^ 

3-16 

83 ^ 

To order books or documents from the 

CIA library 

h 7 

13^ 

311 

87^ 

To obtain directly background irifor- 
rriatlon needed in your vork but out- 

it 3 __ 

2156 

l 6 h 


To request Intellofax card or tape 

63 

22 i 

222 

7356 

To obtain iaformatlon on vhere to get 
facts related, to vour work 

60 

23 ^ 

196 

_jj^ 

To obtain directly specific facts 
needed in your.. work 


2556 

205 

75^ 

To request ihe preparation of a 
bibliography . 

. 13 _ 

2756 

87 

73 f^ 


S-i’-G-R-jj-T 


1 


Sanitized Copy Approved for Release 2011/01/04 : CIA-RDP82T00271R0001 00120004-6 


Sanitized Copy Approved for Release 2011/01/04 : CIA-RDP82T00271R0001 00120004-6 


25X1 



Sanitized Copy Approved for Release 2011/01/04 : CIA-RDP82T00271R0001 00120004-6 



S-E-C-R-ii-T 


TTR/l ;^PENDIX 6-9 


5- _of pertinent documegts to appear ; 

Question 53- In most card or tape runs I find that the 
ollowing percentage of documents which I consider pertinent to 
my sub^lect fall to turn up on the run. (Answer this question only 
If you have had experience in getting tape runs in a field which 
you know well or where jrou had files of your otm. Consider only the 
types ^ of material which are regularly Intellofaxed . If you are not 
familiar with the specific types that are Intellofaxed, please 
circle "e".) 

a. Less than 5 per cent (37 or 20 per cent of the total) 

b. 5 to 25 per cent (68 or 37 per cent of the total) 

c. 26 to 50 per cent (22 or 12 per cent of the total) 

d More than 50 per cent ( l8 or 10 per cent of the total )* 

e< I am not familiar with what typos of document are Intello- 
faxed (40 or 21 per cent of the total) 

Nine of these individuals indicated that they were satisfied or 
more than satisfied with the Intellofax system. 

Results of Question 53 by office: 



^RR 

OSI 

OCI 

cs 


■27 


7 


_2 18 % 


3-Z5i> 

33 

31^.. 

h 

-22^ 

1 


5 


-25^.0^ 

18 12 % 

1 


1 


1 


More than 50^ I 

Ih 

-l-Qt 

k 





, Not familiar I 

bi 

-?2i] 

L 2 

J-ll_ 

Lt 

M2 



^ • Manner of requesting runs : 

Question 55- In making requests for an Intellofax run, I 
usually request them in the following manner: 

a. In person but without discussing them with the Reference 
Libi’arian ( 3 5 ) 

b. In person after discussion with a Reference Librarian (226) 

c. By telephone (15) 


7 ' iblllty of tapes ; 

Question 56. Most Intellofax tape runs are: 

a. Fu3.1y legible (66 or 27 per cent of the total) 

b. Mostly legible but occasionally have illegible words (179 
or 73 per cent of the total) 

c. So illegible as to be of little use (l-*^) 

This individual is not a user of the Intellofax system. 
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TTR/l APPENDIX 6-11 

The answere in the second group can be summarized as follovs; 

Seven Individuals requested the inclusion of "selected” or 
all’’ periodicals. 

Nine Individuals requested the inclusion of an even vider 
rangQ of material, ranging from "perhaps exceptionally good 
newspaper and magazine articles" to "everything." In between 
were such items as "foreign yearbooks and similar publications," 
all Soviet publications," and "complete coverage of selected 
Soviet economic journals*" 

Citation s s 

Question 58. The information on Intellofax tapes; (in this 
question you may circle more than one reply) 

a<> Tells me all I need to know about the individual docu- 
ments (13 or 5 per cent of the total) 

Occasionally does not tell me whether I should look at 
particular documents or not (93 or 35 per cent of the 
total) 

Frequently does not tell me whether I should look at 
particular documents or not (137 or 52 per cent of the 
total) 

d. Is generally inadequate and should be supplemented by 
information of the following types (Describe in space 
at end of form) (20 or 8 per cent of total) 

Results of Question 58 by office; 

I O R R I OSII P C I j CS 

-a.- J.84ZIj.4llL_ _L ’ i 

-b- 9_nt 2 H i / 

9 9IJ .5 ^ 

k._J ]L6_|_aX3ZI_L 

Factors in non-use of or dissatisfaction with the system ; 

Question 59 » If you are not a regular user of the Intellofax 
system or are not satisfied with it, please answer the following 
(you may circle mox’e than one): 

a. My personal files make use of the system unnecessary (llO) 

b. The system is not pertinent to my type of research ^3) 

G. The system la too slow for me to use satisfactorily (39) 
d. The system usually produces too many documents for me to 

use effectively (76) 

e- I lack confidence in the ability of the system to recover 
a useful number of pertinent documents on subjects that 
concern me (70) 
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31 January 1958 


TO: DD/i Analysts 

FROM: Assistant Director, OCR 


This questionnaire is designed to determine how the OCR Information 
Services, the Reference Library and the IRTELLOFAX system are serving 
the needs of research analysts. It is part of a general program aimed at 
finding ways and means by which these facilities can be strengthened and 
improved. Your cooperation will be greatly appreciated. 

25X1 

Please complete the questionnaire by Y February 1958 and return 
through inter -office mail to: 

I 1 25X1 


202 North Building 


Signing the questionnaire is optional. 


Paul A , Borel 

cc. Intelligence ADs 

m/I 
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The task team visited | ^the Printing 

Services Division OL- to discuss , and have demonstrated^ various repro- 
duction processes and equipment- We were interested primarily in the 
Xerographic reproduction process » 


To provide a means of appraising the suggestion that the quality 
and utility of photostat reproductions were below standard, the task team 
talked with Machine Division and Library personnel- We discussed the 
background and reasons for choosing the photostat equipment, the basis for 
reduction requirements, and the feasibility of alternative processes. 
Experiments were made in processing photostat prints from aperture cards, 
reel film, and hard copy- An. appreciable amount of research was undertaken, 
using the facilities of the CIA Library and the Library of Congress, to 
determine what standards have been established for size of print, definition, 
and degree of contrast in reproduction work of this type. Several examples 
of originals and their reproductions were taken to the Reading Improvement 
Blanch, OTR. Their staff evaluated these items in terms of readability. 

We discussed this portion of our problem with them. 


We have been able to make our most specific conclusions and 
recommendations in relation to those portions of our problem that relate 
to the punched card files and operation. The other part of our problem, 
relating to the cost and quality of the reproduction effort, deals with 
more generally controversial subjects. 


3 . Recommendations 


a. Three machine operators should be assigned the primary 
responsibility of maintaining the intellofax files. These operators 
should be assigned to a second (night) shift, (p. TTR/2-4) 


b. Each file tray should be clearly labeled as soon as it is 
put into use. (p. TTR/2-5) 


c. The two major file groups (Subject and Area) should be 

so that space is provided for additions to each major group 
within its assigned area- (p. TTR/2-5) 


d The file merging and sequence checking operations should be 
perfoTOied with machine control panel wiring that provides the most 
effective operating speed,, (p- TTR/2-5) 


e. A separate secured area should be provided to house classified 
trash* and boxes of classified IBM cards that accumulate throughout 
the work day. (p- TTR/2-7) 


f The Subject file should continue to be sorted and maintained 
in its present arrangement, (p. ITR/2-9) 
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TTR/2-3 

g» All parts of the existing Area file should he combined in 
arrangement hy area code only, (p. TTR/2-9) 

h. A more specific location file, that records city names or 
natural features, etc., shoxild he developed for the future, (p. TTR/2-9) 

i. In most cases, the experienced machine operator handling the 
req.uest should continue to decide whether mechanical or manual 
selection should he performed, (p. TTR/2-9) 

j . The Card List Cameras should he given a fair opportunity to 
prove their advantages over the electronic facsimile printers . 

(p. TTR/2-11) 

k. The Photostat Expeditors should continue to he used to 
perform their several functions in the reference operations . 

(p. TTR/2-11) 

l. The Photostat Corporation should he commissioned to modify 
the Expea, itors used in OCR to increase their reproduction ratio. 

(p. TTR/2-12) 


Task. Team Two 


25X1 


Attachment : 

Final Report of Task Team Two 
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TOPIC #1 

"Machine filing and selection is limited 
by virtue of the multiplicity of IBM 
file decks." 


CONCLUSIONS 


We agree that the efficiency of this operation has probably been 
impaired due to an excess number of supplemental files. However, 
extreme condition is not intrinsic to the system. It is suggested tha . 
five would be the optimum number of parts for the intellofax Subject 
file million cards). The intellofax Area file (l million cards) 
would be in its optimum state contained in three parts. 

The Subject file may at times be reduced to less than five 
and the Area file to less than three parts, but this condition should 
exist for only a relatively short period. If the number of file p^ s 
were held to these lower figures for any extended period, it shouia 
Indicate that more effort is being spent on merging files than is 
economically justifiable. 


FINDINGS 

On 11 January there were eight Subject files (total of 4 million 
cards C ThS weL fourteen Area files (total of 1 million -ards). The 
multiple segments of these two major file groups were intermixed. Th® 
trays were St all clekrly labeled. On 23 January there were s^ 
filL and fourteen Area files. The two major file groups were distinctly 

separated. 

niiT- discussion with the Machine Division personnel led us to i^der- 
4 - the status of the Subject file on these two days was fairly _ 

stand _ However, the Area file had purposely been maintained in 

represent^ive^u/°^®;^;;ised filing systems. Their plans call for 
Smbining these fourteen Area files into three or four files in the near 
f uture . 

. 4. TT -ptIp reauires a "hax-d core" of files maintenance 

Sorts sho-uld not be diverted from their primary responsi- 
personnel who _ . ^ maintenance work, is interrupted so that all 

hility. ^!‘l^^“S^n/se?v?^ing requests. Consequently, the number of 
a?ts becomes excessive and all requests (including crash requests) 
suffer in the long run. 


REC OMMENDATIONS 


mu o ninr-hine operators should be assigned the primary responsi- 
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each day's additions to the index and merging those cards 
^.p- . with the basic files. The three operators could most 

e ficiently perform these duties if assigned to a second (night) shift. 

ne of the three should be a higher grade supervisor. (At times the 
Machine Division has titilized a few operators of equal grade on temporary 
n ght shifts and designated one as being responsible for the group. ) 

2. Each file tray should be clearly labeled as soon as it is put 
into use. The file name, part number, and tray number should suffice. 
Preq.uently , many trays at a time are removed from the file cabinets . It 
is conceivable that these trays, if unlabeled, may not always be returned 
to their proper locations. 

3 . The two major file groups (Subject and Area) should not be inter- 
mixed. They should be arranged so that space is provided for additions 

to each major group within its assigned area. 

4. The machine file-merging operation should utilize control panel 
wiring that provides simultaneous feeding of cards from both files when 
there are cards with identical file codes in the two groups. The merging 
speed will be increased by 100^ when this eq.ual condition exists, and it 
does exist frequently. A solution to the established routine '^merging 
followed by sequence cheddig) can be worked out. Also, the sequence 
checking operation can be performed at double the present machine speed 
by utilizing two machine feeds at one time. This is awkward for some 
machine operators, but the type of specialists assigned to this task 
should be able to provide this type of service. The larger the file 
concerned, the more practical it becomes to make use of this technique. 


TOPIC #2 


"The machine files require excessive space." 


CONCLUSIONS 

We have determined that the machine punched card files, for the 
existing intellofax system, do not require excessive space. Actually, 
for proper support of this sytem, we believe that more file space is 
desirable, or at least there should be less encroachment on their 
allotted space. 

The existing machine punched card files do not require as much 
space as would be needed to house an equal number of 3x5 cards with 
conventional library accommodations for browsing. 

FINDINGS 

The punched cards for the intellofax system are housed in modern 
steel file cabinets. The average file tray is filled to capacity 
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(upwards of 3 >000 cards). There are not an unreasonahle number of empty 
or par'tially filled trays available for the daily additions. 

Space req;airements for this type of file are compared, with the 
requirements for a conventional 3x5 card file in the following table; 


TABLE OF COMPARATIVE SPACE REQUIREMENTS 


"CLOSED" * 
PUNCHED CARD 
PILES 


"OPEN" ** 
3x5 CARD 
PILES 


Cards per tray 

Trays per cabinet 

Cards per cabinet 

Cabinet size 

Floor space per cabinet 

Cabinets for 5 >000, 000 cards 

Floor space for 5 >000, 000 cards 

Cabinets in double rows 

Length of aisle 

Width of aisle 

Floor space of aisle 

Total floor space 


3,000 

28 

3h,000 

19" X 28" 11 

3.7 sq ft 
60 

222 sq ft 
30 

48 ft 
4 ft 

192 sq ft 
4l4 sq ft 


2,000 

24 

48,000 
1 / 16 " X 24" 

1.8 sq ft 
104 

187 sq ft 

52 

48 ft 

7 ft *** 
336 sq ft 
523 sq ft 


* "CLOSED" is used here, and interpreted in the Consultants ' Report, 
as meaning a file that is accessible only to assigned personnel, 
for servicing the requirements of others. 


"OPEN" is used here as meaning a file through which all individuals 
may browse and, if desirable, serve themselves. 


*** 


Chief of the Piles Section, Catalog Maintenance Division, 
Library of Congress, in a telephone conversation of 15 January 1958 
stated that the width of the aisle in their Official Catalog was 
7 ’4". He felt it should be wider. 


25X1 


The above table indicates that the "open" 3x5 card file requires 
2 ^ (109 sq ft) more floor space than the existing type of "closed" file. 

Numerous sacks of classified trash are brought in and placed in front 
of the cabinets in the intellofax file room throughout the day. Classified 
IBM cards being boxed for storage or that have been called back from storage 
for service ar-e frequently stacked in front of the file cabinets. These 
hags and boxes must be moved to gain access to the filed cards when 
servicing requests . 
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RECOMMENDATIONS 


lo Even, though we have made a comparison of the file space require- 
ments for two systems ^ it is not pax't of our project to consider the 

^ ~ J n n n-il « -4- -? 


jlujl- bwu xt , is nou parx oi our projecu ou 

other elements involved- Therefore^ we have no recommendation for either 
system,, 


2. A separate secured area should he provided to house classified 
trash and boxes of classified, cards that accumulate throughout the 
work day.. 


TOPIC #3 

“Machine sorting and refinement is minimal-” 


CONCLUSIONS 


The Subject file is sorted and maintained with a satisfactory 
degree of refinement- 


No arao'iont of sorting for maintenance of the existing Area file^ 
will provide as satisfactory an area index as is desirable- A considerable 
amount of experimenting with different sorting arrangements has been 
carried on throu^out the years that this file has been in existence. 

The present plan, which, calls for combining all parts of this file in an 
arrangement by ar^ea code without regard to subject or source codes, appears 
to be°the most satisfactory - 


All refinement in the selection process can be performed mechanically. 
Some of this refinement is performed manually and there is justification 
for a limited amount of that. It is not practical to apply a rigid standard 
for applying mechanical vs- manual refinement in the selection of these 
niched cards - This can best be determined by the experienced machine 
Operator on the basis of the specifications given with each individual 
honest However, we are convinced that more consistent accuracy can be 
obtained through machine refinement than can be obtained through manual 

refinement - 


findings 


-in+ellofax Subject file is machine sorted for maintenance in 


eonn^nce bv the complete six digit subject code, with a subordinate 
o^JaLement by the five character (alphabetic and numeric 


-rom(»nt bv the five cnaracrer (^aipiiaocuj.u auu uumcu-c) area code, 
grange i^tellofax requests specify refinement on the basis of the 

=;ubiect and area coding- Requirements for refinement beyond that 
^oiS^are extremely variable and can most efficiently be made through 
^chine selection. / 
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Maintenance of the Area file has not been confined to one type of 
arrangement. Part of this file is arranged' hy the complete source 
(locator) code, within area. Part is arranged only hy the source agency 
code, within area. Part is arranged hy six digits of the subject code, 
within area. Part is arranged hy three digits of the subject code, within 
area. The Machine Division plans to combine all of these parts with a 
common arrangement by area code only, disregarding any subordinate 
refinement for maintenance. 

Representatives from the Machine Division, Library, and Document 
Division agree that the existing Area file is less than satisfactory. 

For example, Western Europe and East Germany are not included in this 
file. Only the USSR and China have regional (oblast, republic, and 
province) control. Country alone is usually too general a basis on which 
to service requests . The subject coding that is applied to this file 
reflects only a few selected general subjects. 

In November 1957 only four out of two hundred requests were serviced 
from this file. As considered typical of the type of service it renders, 
one of those four req.uests resulted in 1,19^ intellofax cards being 
selected through the machine process j these cards were then scanned by 
the Library and only ^^4 of them were called to the attention of the 
requester. On 30 January 1958 the only request in process that required 
using the Area file, provided 6,000 intellofax cards. The Library was 
notified that 6,000 cards had been selected and their response was to 
cancel the request. 

All refinement in the selection process is performed as it is 
spelled out, in terms of the punched codes, on the written requests that 
originate in the Library. (The Machine Division personnel receive no 
explanation of what the requesters' interests are.) The experienced 
machine operator exercises his own judgment in determining how much of 
the refinement is to be performed manually and how much by machine . He 
bases this decision on the number of cards involved, the dispersion of 
the specified codes throughout the file, and the availability of machines. 
For example, sometimes a crash request may be selected and refined more 
Quickly by hand although there would be greater assurance of accuracy if 
it were held up until a machine could be utilized. 

The intellofax system utilizes less than half of the IBM card for 
T-Pcording data in the form of punched holes. Therefore, only thirty one 
f the provided eighty card columns are used for machine sorting and 
°pflnement. Only a great deal of experience with the requirements 
1 ^-ied against a given punched card indexing system can provide a means 
arriving at the optimum distribution between the sorting effort for 
Siintenance and the selection effort for retrieval. 
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RECOMMEMDATIONS 

1. The Subject file should continue to be sorted and maintained in 
its present arrangement.. 

2. All parts of the existing Area file should be combined in 
arrangement by area code only. 

3« A more specific location file, that records city names or 
natural features, etc., should be developed for the future. This is 
being planned for the Minicard system and it can be handled with the 
present IM system. The subject code field (six columns) and part or 
all of the locator code field (six columns) are of little or no use in 
the Area file. These twelve card columns could be used to record the 
more specific location. If necessary, punching could extend into the 
printed text portion of the card without obliterating any critical infor- 
mation. We believe that a more specific location file would be more 
frequently called upon than the present Area file. It should eliminate 
the need for some of the present Subject file searches, such as those that 
involve ninety or more subject codes. 

4. Machine, rather than manual, selection should always be made 
for the subordinate refinement whenever the requested subject code category 
is more general than its finest decimal breakdown. In all other cases the 
experienced machine operator handling the request should continue to 
decide whether mechanical or manual selection should be performed. 


TOPIC #4 


"Facsimile and photostat expeditor service 
can be obtained at lower cost by use of 
other processes." 


CONCUJSIONS 

The electronic facsimile printers have become outmoded. The service 
they provide can be obtained at lower operating costs through a photographic 
process • 

The Photostat Expeditors provide reproductions without the awkwardness 
of a separate processing operation. They are readily converted for use with 
hard copy or aperture cards. The services they provide can not be obtained 
at a lower cost by any other process . 

findings 

Two years ago the Machine Division began work on developing a photo- 
graphic process to replace their electronic facsimile printing operation. 
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They vere interested in a short-term replacement because it had been 
etermined that the Minicard system would replace the entire intellofax 
system in a period of about seven years . The Library Consultants were 
advised of this and were informed of the progress that had been made 
in this direction*. Therefore^ it is assimied that their recommendation 
for silver paper reproduction was in support of the photographic 
process that the Machine Division was about to initiate. 

Two of the electrically motivated and controlled cameras ( Card List 
Cameras ) have been built for the Machine Division at a cost of less than 
$9 j 000 . The Machine Division has performed tests and produced sample 
tapes of bibliographic data. These sample tapes are far more legible 
than those produced on the electronic facsimile printers. As soon as a 
supply of photographic paper is on hand, the Card List Camera process 
is expected to replace the electronic facsimile process. 

The Card List Cameras are supported by a Photostat Expeditor, which 
is used to process the exposed photographic paper. It is estimated that 
the system, cameras and processor, will produce tapes at twice the speed 
of the old system. This will require one half the number of operator 
man hours. Less high grade technical man hours for maintenance will be 
required. The clerical time spent scanning the tapes for legibility 
will be practically eliminated. The cameras can be utilized in one-fifth 
the amount of space required for housing the electronic printers. 

Electric power consumption will be ,4 kilowatts per hour as compared to 
the present 10.8 kilowatts per hour. The air conditioning requirement 
will be about one -eighth of that needed with the electronic equipment. 

At the time it was acknowledged that an interim remec3y for the 
intellofax printing service was needed, the Machine Division considered 
the RCA Electrofax type of process. At that time (two years ago) neither 
RCA Electrofax nor Haloid Xerox equipment could be obtained for a price 
comparable to the $9,000 cost of the Card List Cameras. Equipment modi- 
fications would have been required for either of these types to accommodate 
the intellofax cards. The recently acquired Xerox Copy Plow machines, 
in use at the Agency reproduction plant, rent for $1,800 each per 
month. They can be purchased for $80,000 each. 

The Photoclerk machine is used at the U- S. Department of Agriculture 
Library for copying bibliographies in the preparation of book purchase 
orders, budgetary data, and overdue notices. It is occasionally used to 
copy catalog cards to provide a bibliography on request! We were advised 
■bv a spokesman there that it usually took two days, from the time they 
started each new roil of silver paper throu^the Photoclerk machine, until 
the prints were available from their photo lab. 

The Photostat Expeditors have been modified to provide reproductions 
from l6 mm, film in IBM aperture cards as well as reproductions from reel 
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copy. They provide a complete type of service so far as 
/svx” ® are concerned. No additional photo lah equipment and 

operation is involved. 

The Xerox Copy Flov equipment appears to provide the most legible 
ma erial at the fastest speed, Bbwever, separate machines (^0,000 each) 
are required to handle hard copy and film. It is a continuous movement 
process in which the items being copied must pass the lens in synchroni- 
zation with the paper that contacts the charged drum. Therefore, this 
equipment could not be modified to accommodate the aperture cards . 

RECOMMENDATIONS 

1. The Card List Cameras should be given a fair opportunity to prove 
their advantages over the electronic facsimile printers, 

2, The Photostat Expeditors should continue to be used to perform 
their several functions in the reference operations if cost is an 
important factor. 


TOPIC #5 

"The reproduction ratio in use on the 
photostat expeditor should be increased." 


CONCLUSIONS 

The present reproduction ratio used on the Photostat Expeditor fails 
to provide the size of print that is generally acceptable for continuous 
reading, when copies of legal size docioments are reproduced from aperture 
cards . Reproductions from hard copy, and those made from aperture card 
images of letter size documents, are acceptable. 

FINDINGS 

Oxor limited research showed that there remains a large area of 
disagreement on this topic. An acceptable size print is dependent upo;i 
numerous conditions. Donald L, Cleland, Director of the Reading Laboratory, 
University of Pittsburg wrote in the American Journal of Optometry, 
September 1953: 

"If you are trying to determine what is the optimal size of 
type, Icb us consider the variables which enter the picture. 

What size type is optimal under this illumination? What about 
the type boldness? Does the length of line Influence the 
findings? What about the amount of leading? Is the material 
for rapid reading, for skimming, or I'or detailed reading? What 
about the siu'face or the tint of the paper?" 
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However, the conssnsus of opinion seems to indicate that the print on 
some OCR reproductions is smaller than the generally acceptable size. 
The figure most freq^uently used as a minimum acceptable size is six 
point type . 


The Reading Improvement Branch, OTR determined the print size of a 
sample reproduced 8^* x 10" document to be six points. However, the 
print size of a sample reproduced legal size document was measured to be 
four points. Since a majority of the documents received in OCR are on 
legal size paper, the problem becomes more significant. 


On the basis of their professional experience and personal preference, 
the Reading Improvement Branch spokesmen concluded that the size of 
print should be increased, especially for the legal size documents. 


Preliminary discussions between OCR and representatives of the 
Photostat Corporation have indicated that the Expeditors can be modified 
to provide more acceptable reproductions from aperture cards. The 
modifications can be made at a relatively small cost. The Photostat 
Corporation would expect to gain through the sale of more paper. From 
60 to 100^ more paper would be used in making larger reproductions that 
would satisfactorily serve the consumers . OCR is now spending roughly 
$1^1*, 000 per year for photostat paper. The Photostat Expeditors 
accommodate a rather complex system in OCR that involves reproducing from 
l6 ram. film aperture cards, l6 mm. and 35 mm. reel film, and several sizes 
of hard copy material. 


RECOMMENDATION 


The Photostat Corporation should be commissioned to modify the 
Expeditors used in OCR to increase their reproduction ratio so that 
acceptable standards can be met. 
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OFFICE OF CENTRAL REFERENCE 


CODING 


TASK TEAM REPORT NO. 3 


TTR/3 


1 March 1958 


memorandum for I Assistant Director, Central Reference 


SUBJECT: 


Pinal Report on Coding, Task Team No. 3 


1 . Memibership 


I Special Register, OCR 

I Mate rials Division, ORR 

[ Special Register, OCR 
[S pecial Register, OCR 
Document Division, OCR 

2. Method of Task Team Operation 

OCR Task Team No. 3 IIS'S recently completed a study of the ISC 
(intelligence Subject Code) and a comparison of the present Intellofax- 
aperture card system with a recommended printed bibliography and intact 
hard copy system. In the course of the study we investigated the soundness 
of 7 specific conclusions of an outside Consultants panel. Our findings 
and conclusions lead to the development of 7 basic recommendations which, if 
adopted, will maintain and materially improve the service provided by OCR. 

The recommendations are made with the realization that administra- 
tive forces (space, budget, manpower) are factors that ultimately determine 
a course of action. The task team has tried to recommend what is needed to 
meet all reasonable contingencies while keeping in mind present investments 
and systems that must be lived with, but projecting a plan to eventually 
achieve the "ideal" in intelligence information handling. During the course 
of this study, it was found that "costs" were relatively unimportant from 
the standpoint of one system against another. The cost differences in such 
systems are so close that the task team did not dwell on that factor unduly, 
but tried to determine the best system for the most people. 

The methodology used by the task team was to divide the project as 
outlined in the project memorandiun into 4 main parts. Incorporated in 
Part One are the elements in item (l); in Part ^o those elements in items 
(2) and (3)j in Part Three items (4), (5), and ( 7 ); and in Part Four item 
(6) Each member of the task team was assigned to malce a detailed study 
nd report on one of the above parts. Each report was then brought before 
the whole committee for evaluation and recommendation. 
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would tests were made on the ISC. It was felt that additional tests 

in tViP already known - that is, that inconsistencies do occiar 

SteSl J is now in the process of 

+r. correct these descrepancies, it seemed inopportune 

to make additional tests. 

3 . Recommendations 

Based on our findings and conclusions, two groups of recommendations 
are submitted. 

a. Group I includes the following recommendations for the improve- 
ment of existing OCR facilities: 

(1) OCR should adopt the Library of Congress subject classi- 
fication, subject heading, and cataloging system for books. 

(p. TTR/3-10) 

(2) The aperture card system must be maintained and improved 
by filming "nodex" and controlling poor and single copy items . 

(p. TTR/3-18) 

(3) An improved Intellofax system for document retrieval 
based on a revised ISC should be maintained, (p. TTR/3-29) 

b. Group II includes items which represent additions to existing 
OCR facilities and which are strongly recommended to improve the 
service offered by OCR. It is recognized that adoption of the 
recommendations in this group will require both additional space and 
increased expenditures . Therefore , they provide a special challenge 
for management ingenuity: 

(1) A one-tO"five year hard copy file of documents, by source 
and country, should be established to supplement the aperture card 
system. A file of this type has been requested by and will be of 
real assistance to area research analysts, (p. TTR/3-I8) 

(2) A fully annotated manual card catalog should be provided 
to supplement the Intellofax system. This catalog will provide 

a standard research tool for analysts who wish to conduct their 
own searches for material, (p. TTR/3-29) 

(3) A printed index of published FBIS material, similar to 
the New York Times Index, should be established. This index will 
provide a means which presently does not exist for recovering 
FBIS material. It is felt that this recommendation can most easily 
be implemented through an external services contract. A decision 
as to the desirability of a printed index of all intelligence 
documents should be based on the experience gained in printing an 

' FBIS index, (p. TTR/3~30) 
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(^) The Printing Services Division, OL, should provide a 
photostat machine close to the Acquisitions Branch, OCR, to 
photostat publications received in an inadequate number of 
copies, (p. TTR/ 3 - 31 ) 25X1 


Task Team No. 3 

Attachment; 

Pinal Report for Task Team No. 3 
Appendices 

A. Memorandum to CIA Librarian,, 8 October 1957 

B. Memorandum to Deputy Assistant Director, OCR, 

15 October 1957 

C. Memorandum to Chief, Reference Branch, 

CIA Library, l4 January 1957 

D. List of U.S. Governmental Libraries Using 

the Library of Congress Classification 
System 

E. Chief, Document Division Draft - Arithmetic 

of a hard-copy system 
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The findings, conclusions, and recommendations of Task Team No. 3 
with respect to 7 specific conclusions of the Oonsultants panel are 
as follows ; 



*’(l) the ISC cannot he applied uniformly 
to book and document coding.” 

The ISC cannot be applied uniformly to book and document coding. 
Continuous revisions of the ISC for document indexing and the need for 
a permanent, simplified and consistent system for book cataloging and 
shelving demand the use of a code structure designed specifically for 
books. OCR should adopt the Library of Congress subject classification, 
subject heading and cataloging system for books . 


”(2) an intact hard copy system would be 
more economical of space, provide 
speedier service, and be less costly 
than the present system." 

An intact hard copy system would not be more economical of space, provide 
speedier service, or be less costly than the present system. While a hard 
COPY file would be useful in many instances and would be a valuable back 
stop or supplement to the present system - it could not supplant it. The 
nresent aperture card system must be maintained and improved by filming^ 
”nodex" and controlling poor and single copy items. As far as is adminis- 
tratively possible, a one-to-five year hard copy file by source and country 
should be established to supplement the aperture card system. 


"(3) the aperture card system is an 

inefficient substitute for an intact 
hard copy file." 

^ .. exnanded" aperture card system is not an inefficient suhsti- 

SL apert^e card system is quicker 

^^^g^perior to a hard copy file (including reproduction by photostat 

expediter) system. 
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"(h) program efficiency will result in 

having a printed bibliography instead 
of the Intellofax system." 


A printed bibliography could never entirely replace the Intellofax 
system. The Intellofax (or some flexible system with reasonable detail) 
must be maintained for efficient document retrieval. It is felt, however, 
that both a "general" and a "reasonably detailed" approach to intelligence 
documents are needed. It is strongly recommended that a fully annotated 
manual "card catalog" should be provided to supplement the Intellofax 
system. 


It is recommended that the PBIS be indexed (probably on an "outside" 
contract basis) using a printed format similar to the New York Times Index. 
A printed bibliography ("general" index) to all intelligence documents 
to supplement the Intellofax would have considerable merit. On the basis 
of the experience gained in printing an index to the FBIS a decision should 
be reached as to the desirability of a printed index to all intelligence 
documents. When a more sophisticated machine indexing system (Mnicard) 
replaces Intellofax, greater depth should be incorporated into the coding 
structure . 


"( 5 ) the IPI could be expanded to include 
all documents, books, periodical 
articles, and FBIS material." 


The IPI could not be expanded to include all documents, books, periodical 
articles, and mS material. Such a publication would be impractical from 
sheer "size" alone. An accessions list of books could be published as a 
supplement to the IPI. It is recommended that documents and FBIS material 
be handled as outlined under item (4). 


"( 6 ) it is feasible to make photostat 

copies of single copy enclosures for 
Acquisitions Branch customers." 


t:.- .. o standpoint it is not feasible to make photostat copies of a^ 

and all enclosures for Acquisitions Branch customers . Every effort 
^miid be made to acquire multiple copies of such enclosures. A photostat 
should be set up by Printing Services Division, OL, in close 
. ? . , the Acauisitions Branch to photostat those items in greatest 
proximity on what to- photostat is an administrative problem. 
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"( 7 ) 


a printed bibliography would be cheap 
to produce and would prove timely 
enou^ to serve information staff 
needs in lieu of Intellofax." 


A printed bibliography would not be unreasonable in cost and could be 
made to be timely. Assuming that a printed bibliography is found feasible 
after the test as outlined in item (4), it alone is not enough to serve 
the information staff needs in lieu of Intellofax. It is felt that no 
one system will answer all types of information requirements. A general 
bibliography-index would answer some requirements that the Intellofax will 
not. The Intellofax will meet many requirements that the printed index 
could never satisfy. Both a "general" and a "detailed" approach are needed. 
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FART ONE 

"(l) the ISC cannot he applied uniformly 
to book and document coding." 

I . Consultants ' Findings 

A. "There is inconsistency in the classification of hooks. 

B. "The present ISC cannot be applied uniformly to the classification 
of hooks and must be revised." 

C. "The inadequacies of the ISC complicate the cataloging routine and 
make the job more time consuming." 

D "The lack of definition of the codes and the fact that there may or 
may not be codes available on given subjects or too ^y 
the cataloger must spend an extraordinary amount of ^ 

classify a book and, in addition, what other codes or subjects should be 

assigned to the 

E. "Since various aspects of the same things are treated as diffe^nt 
subjects, there is often the necessity for a tedious search of the shelf - 
list to determine where other similar books have been placed. 

p "The lack of definition of the codes results in a considerable 
nf dunlication of effort and recataloging and reclassification of 

SlSntr^o. use.s that Ilka materials do not ait on the 

shelves together." 

II. Task Team Findings 

A There are basic dissimilarities in both the substance and form of 
books 'and intelligence reports which have contributed to the Consultants 
findings referenced above. 

1 Books may be described as systematic literary compositions, 
o«(=ntlnc the considered evaluation of a subject, carefully edite 
ISnuSlsSfd! an^lntendad for an undaflnad reading pnhllo. 

P Intelligence documents, on the other hand, represent the efforts 
® n-n nroducing basic, covert, current, economic, 

^StiOTal, and operational intelligence. They are intended 
scientific, nation , F The format and content of 

for a rSge from a brief, fragmentary sketch to a 

encyclopedic <aata. 


T^p is a classified list of subject headings for documents and 
B. The ISC ^ cover the topics with which the Agency is con 

vas it has 'been inadequate for book cataloging, (Appendices A 
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C. The application of the ISC to book cataloging has resulted in 
inconsistencies, distortion of codes, and creation of numerous ad ona 
cards to indicate significant sub,iectSo (Appendices A and C) 

Examples of such inadequacies are as follows : 

1. pAnnma. Conference on International Maritime Canals 

The ISC does not have a code for international^ ca^s „ 

maritime canals. The ISC classifies all cazials under Inland gateway 
(756.122). In order to classify this book in the 
indexed as "Adminis’tration of Maritime Transportation u 5 O ) • 

The Library of Congress system would classify this as "Canals, 
Interoceanic" (JXI398 to 1403). 

2. Tin ectrical Engineering Education in the USSR 

Four ISC codes had to be used to cover this book 
however, not one of the four expressed its substantive content. The 

ISC codes used were". 

Engineering, Electrical (663) 

Scientific Scholarships (6OI-6) 

Colleges & Universities (83I.2) _ _ 

Technical So Industrial Schools & Training (o31.3J 

The Library of Congress system would classify this as 

"Electrical Engineering; Study and Teaching - Russia (TK 9)- 

^ Three books concerning aircraft engines were classified and 
shelvk under three distinct ISC codes; 

A-i..^r.aft Power Plants, Northrup Aeronautical Institute g43_^15) 
IT^^St- powernlanrH andbook, C.A.A. Tech. Manual 10? (666.26) 
FT^gSrls^irSFthrCT Paul H. Wllklnson (462.1) 

The Library of Congress syst^ ?o°704f 
as "Aeronautics, Aircraft Engines (TL 701 to 704). 

k Area classification and shelving of books according to the 
ISC system has resulted in inconsistencies such as: 

„ , T.T^-V.v« nP Karl Marx - area code N/5 (Russia) 

?^"ot,hk j Th.e Lifem 4 , Ad. Y ^ntures pf Karl . Ma^ ) - area 
code 4m/ 6 (Germany) 

1 (intarnatic.!) 

- area code IL/5 (China) 
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A revised ISC cannot correct many of these inadequacies an 
sistencies^ because of the area approach in classification. The Library o 
Congress system, however, which classifies and shelves books accor * ng o 
their subjects would solve or lessen many of these problems. 


D. While many of the presently knovn inadequacies could he corrected 
in a revised ISC, it is desirable to adopt a hook cataloging sys em w 
will he; 


1. pern<flr.P>nt. (the AHP Working Group on the Intelligence Subject 
Code anticipates that revisions and expansions in the ISC s rue ur 
will be made on a continuing hasis). 


2. simplified (in accordance with Consultants | 
hut with huLt-ln“provisions for expansions according to hook suhj 


needs « 


3. consistent with the cataloging system used by many major U.S. 
governmental libraries. (Appendix D) 


4, designed specifically for the classification of hooks. 


E The AHIP Working Group on the ISC has 
gence reports o - 


a- 4 -vi^ T9P shall be composed primarily of the subject headings 
Since ^ a-DPearing in^intelligence reports, and furthermore 

“f the iSfantSi'tS eonSeuoue revision of the ISO, It is telie^ 

ju e.vir»ni nn’i' bs complicated by numei’ous special codes 

that the ISC structure should not^he^c^^^^ eataioging should not he 

needed only in too task^of recataloging, remarking, and reshelving 

faced With tta cont jous tgk 3 ,^ D). ISC revisions 

with collection will necessitate recataloging, remarking, 

Ind'^rShelving in each Instance. 


^-p Pnn/yreqs classification system was designed specifi- 
F. The f 5 ^vantages and disadvantages of adopting this 

^"SmTn li- of cSi»?th the^revised ISC, are discussed in 
Ippendices A, B, and C. 


, he saved through the use of duplicate Library 

“• *fLSJor"2a^ nnd throngh the use of the ^ euhjeet heading llet 

Of Congress cat^og classification for certain hooks, e.g., 

in determining Tieadlng list gives the classification code 

Kets - the ^ , definition of this word (ethnology - Siberia) 

(DK ■v^.jg.ct heading list refers to: medical parasitology 

SZ^tids ~ the'LC subject heading list gives the class^ica- 

p-<r>ingical wari — - . related terms such as communicable 

SSaeS! illlW 
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H. In addition to being a permanent, simplified book classification 
system, the Library of Congress system has the added advantage of being a 
research tool familiar to many individuals who have engaged in academic 
or professional research activities . 

I o The Library of Congress system would need certain refinements and 
expansions to meet the needs of CIA. 


III. Task Team Recommendations 


A. The task team agrees that although the revised ISC possibly could 
be made to apply to book coding, the AHTP-recommended continuous revision 
of the ISC makes the system difficult and time-consuming when applied to 
book cataloging and shelving. 


B. The task team recommends that the Library of Congress su jec 
classification, subject heading, and cataloging system be adopted for boo 
cataloging. 


PART TWO 

"(2) an intact hard copy system would be 
more economical of space, provide 
speedier service, and be less costly 
than the present system.” 

"(3) the apertui’e card system is an 

inefficient substitute for an intact 
hard copy file." 


I , Consultants • Findings 

A "The use of the aperture cards should be discontinued in favor of 

hard copy room for documents up to five years old, after which all 
an intact of the documents in the same order as the materials 

hard OOBT room, i.e., hy Issmins agenoy and aeries. 

..mn, TAP Room should be converted into an intact hard copy room, 

B. ^ and with Photostat Expediters available so that 

with space fo^ - ^ document or of a page can m^e it iiranediately, 

SSoS^SiT^- a™ der to he procaaaed through OCR.” 

^ oi-»T^r>nv"Tmatelv 3,000 square feet would provide for a three- 
0. A for" a flva yaar (page 121) collection of hard copy 

h reasonable number of Photostat Expediters. 

, of snace ~ 580 film storage, 600 for copying, and 

D. is presently utilized for the aperture card system. 

160 for °a?d system were k.iininated, this would save at least 1,000 

ccr-DPT 
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E. "The assumption that aperture cards satisfy the needs for documents, 
however, is false. In addition to the aperture cards, thousands of docu- 
ments go into 35mm film, which present special problems, and many thousands 
more are carried in the lAC Room, which is actually a hard copy file room, 
since it includes all of the hard-copies of the documents that are kep , 
regardless of whether they come from intelligence agencies, whether x, ey 
are classified materials or not." 


F. "A hard copy file was tried before in the Library, but was given 
up because the file was not kept intact. It could not, at that time, e 
kept intact because the photostat expediter which is now in the Agency 
not then available." 


G. "In view of the fact that a large hard copy file must be maintained, 
and in view of the fact that access to a hard-copy file, if the file is 
kept intact, would be much quicker in terms of elapsed time 
through the filing of a film copy and enlarging that film, and in 
the fact that a very large percentage of the documents ® 
non-pertinent, an intact hard-copy file appears to be a better approach 
than the mixed approach now in use," 


II, Task Team Findings 


A. The Consultants' space estimate of 3,000 square feet for a five- 
„ of documents is low. The task team estimates that a 

year collection ^ ^ e be needed for a five-year 

SSSlfn. ms fl%rl vas detensinsd In the follovlng manner: 


In 1957 Machine Division filmed 24l,86l documents totalling 
i\ 94;094 pages, (This total includes documents received on 
Initial dissemination to Document Division and documents, 
generally enclosures, borrowed by the Library from other lAC 
Agencies^) This averages 6,2 pages per document and enclosure 

•filmed, 


25X1 


Management estimates 2,000 pages per linear foot of 
^ ir'nw Tnot tightly packed) storage. Based on this estimate, 

'557 figures) would require 

1,200 linear feet of storage. 


— 1 ,10 non -naae estimate is based on current document receipts into 

*The 2,400,000 of enclosures is resolved by higher authority (as 

CIA. If °e°ulpts might increase as much as 500,000 

suggested by the Co ^^'ejnents would increase an additional 1,000 

pages i tS°addit“n“f new enclosures. 
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One six-section double-face standard height range of 12" steel 
shelving yields 2l6 linear feet of storage space o This figure is 
based on 6 shelves per section rather than 7 shelves since the top 
shelf ■would be too high for browsing or servicing ■without a ladder. 
Allowing lOj} (or 22 feet) of storage for manila envelopes and other 
dividers, the total available storage space per range is 19^ linear 
feet. 


An annual document collection would require 1,200 linear feet of 
storage, and each range of shelving has 19^ linear feet of storage. 
Therefore, it would require 6.2 ranges of six-section double-face 
steel shelving to house a one-year doctunent collection. 


One six-section double-face range would require 120 square feet of 
space allowing for 42" aisles between ranges. Thus, the 6.2 ranges 
needed for each year would require 744 square feet of space, and 
the five-year collection would require 3 >720 square feet. The 
latter is an exact figure for storage only, and an additional 1,000 
square feet should be allotted for administrative, work, and growth 
factors . The five-year total would be 4,720 square feet in contrast 
to the Consultants'' estimate of 3 >000 square feet. 


The task team's estimate is based on ideal conditions. Utilizing the Records 
Management estimate of 2,000 pages per linear foot, approximately 
■oaffes or over 900 documents could be housed on a three-foot section of steel 
SSving. An Ltual count of three shelves of CSLT's with large enclosures 
in the hard copy collection in Circulation Branch revealed 133 > 156, ^d 192 
dncuments. These are oversize documents and enclosures, but the count 
Indicates the problem in forecasting space needs. Another study of the space 
•reauirements for a hard copy collection estimated that 7,000 square feet 
requireme A-DPendlx E) . If 4-drawer file cabinets were used 

j of steel shelving, 8,000 square feet would be needed to house the 
.oLSSn iS eitlmte of total apaoe needs «u.t be based on the 
CSSt flow of docu^ts into the Library. This flow can change overnight 
Mastic change in the world situation. It is hard to conceive 
with collection would he more economical of space when 3 of the 

’^sLt^stackrof a^rture card, files occupying 8 square feet of floor space 
present stack ^ 124,800 documents and one six-shelve double face 

''^^?nrof 12 Sch docLent shelving occupying 7«5 square feet of space can 
hSe llndLldS conditions only 10.451 documents. 

th uttle of the present Library space devoted to the aperture cards 

B. very u - collection. The Library must continue to 

could be , nrlnt service. The variety in size and format of 

provide aperture complicates the task of maintaining complete 

documents ana xnei pointed out - forecasting space estimates), 

hard copy ^ to he available for browsing, floor -to -ceiling stacks 

If the collectio cannot he tightly packed. Constant use of 

are undeslraDie, result In the copies becoming torn and generally unusuahle 

the ,.esult in misfiling by analysts and recovery problems 

Open stacks wouxa lesu . 
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would increase a Since 50^ of the requests from CIA and aDmiost 10C$> of the 
requests from the other TAG Agencies come hy xnailj> the files would never he 
complete for browsing^ and many items wouI.d always he out for photostating- 


Co The question of speedier service under a hard copy system as against 
the apertxire card program is dependent upon the type of service desired hy 
the analyst o It is quicker for an analyst to hrowse through a stack area 
and survey hard copy documents o However, 50^ of the CIA requests are 
received hy mail^ and the requester has indicated the document he wishes 
to see or procure « This mail service will continue in the new building. 
Photostating hard copy docimients to answer mail requests requires more 
time than printing from aperture cards- An S-page document (one aperture 
card) can he shot in 56 seconds. It required 2 minutes and 55 seconds to 
photostat an B^page hard copy document as observed hy a task team member - 
Pulling and filing hard copy doc'oments for these mail requests would also 
require more time than working with the aperture card files - Retrieval 
of documents older than five years on reel film would he slower than from 
aperture cards « 


HARD COPY COLLECTION* 
Instead of 

APERTURE CARD SYSTEM 


Advantages 


Disadvantages 


1„ Analysts and area specialists 
may brovse through reports from 
a single post to determine 
trends and type of reporting. 


1. Requires 4,720 square feet of 
space. 


2. Unknown factor of how much use 


Provides a quick research. s»^ey 
by country (with the exception 
of CIA reports). 


analysts would make of the hard 
copies for reading and browsing. 


o Analysts do not have to utilize 
valuable research time in viewing 
and handling unfamiliar aperture 
cards and reel film. 


3 „ Requires more time to file, pull, 
flni^ photostat hard copies to 
answer mail requests from CIA 
anal.ysts and other lAC Agencies. 


4 All documents, including poor and 
single copy enclosures, axe pro- 
cessed in one system. 


4. Misfiling by analysts would 
increase recovery problems . 


only current (up to five years) 
SStLial is maintained, and thus 
Elective valuable material is 
available for browsing and quick 
reading. 


5. Constant use of documents would 
result in the copies becoming 
torn and generally unusable. 


6. Retrieval of docments older than 
five years on reel film would be 
time consuming and difficult to 
control and provide service. 
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Do Hard copy file by source enables 
analyst to maJce a manual search 
by specific topic or subject 
rather than relying upon the 
ms-chine search. 

7 . Library would receive documents 
quicker for filing and servicing 
if filming were delayed \mtil 
end of 5 “year period. 

8 . Would eliminate need for source 
card files as hard copy file by 
source would serve as processing 
catalog and file. 


ttr/3-1^ 

7 . Files would never be complete 
because items would be out for 
photostating, on routing, or on 
file in the office of major 
interest or in a specialized 
register . 

8 . Difficulty in maintaining uniform 
filing system to handle oversize, 
colored overlays, and map enclo- 
sures. 

9 . Pile copies would be removed to 
answer "hi^ level" or after 
hours" requests. In many instances 
once the file copy has been re- 
moved, it cannot be replaced. 

10. Would not solve the "poor copy 
prolDlenio 

11 „ Filming vould have *fco continue at 

the initial receipt point for the 
Vital Materials Program and the 
archives copy (after 5 years) so 
that the hard copy would he de- 
layed in reaching the fileo 

12 o Library would he forced to main- 

tain a service organization to 
provide documents from three 
distinct and different systems - 
hard copy prior to 195^> aperture 
card system^ and new hard copy 
collection » This would reauire 
additional T/O. 


• hard copy collection filed by source and then post 

* Assuming an J^serviS for retention prints. The aperture card 

and series with ^^^rture cards filed by lAC number, document source 
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HARD COPT COLLECTION* 
•To Supplement 
APERTURE CARD SYSTEM 


Advantages 

1. Analysts do not have to view 
documents on film hut can view 
references supplied hy IntellO” 
fax in hard copy before request- 
ing aperture card prints . 

2 . Analysts can make quick manual 
searches by post before or^ 
instead of requesting machine 
searches » 

3 . Analysts would be able to browse 
through the stack areao 

4. Quick service to answer "after 
hours" requests without relying 
upon machine reproduction. 


Additional service would require 
4 720 square feet of space> 
$23,788 for shelving, 


2o Unknown factor of how much use 
analysts would make of this 
supplemental service. 

3. Additional reproduction costs to 
provide the hard copy file with 
single copy and "scarce supply 
documents <» 

ko Difficulty to maintain uniform 
filing system to handle oversize, 
colored overlays, and map enclo- 


Can also be utilized by outside 
agency personnel who have^ 
requested Intellofax service. 

May cut down reproduction costs 
from aperture card prints as 
analysts will view hard copy 
Where they probably 
prints of fiUa rather than view 

ing. 

Provides a file for "poor copy" 

• Sials that cannot be loaned 
but maintained for reading m 
the Library. 

only current (up to five jeare^ 
° o+^T-lal is maintained, and thus 
SSSIve valuable materi^ Is 
available for brouains and gui=h 


sures . 

5. Hard copy material would not be 
loaned. Analysts would have to 
utilize the Library copy for 
reading in the hard copy file room. 


reading. 



post and series within a complete 


aperture 


card file 
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Do Within reason^ the cost factor of any system should be secondary 
to providing quick and accurate service « Economizing on expenditures for 
processing and retrieving information which has been collected through the 
expenditure of substantial funds is not so'ondo Emphasis should be placed 
on providing flexible service to meet the needs of the individual analys 
and the intelligence community^ If a hard copy collection were substituted 
for the aperture card program^ many of the present costs of ^ the aperture 
program would continue since service would have to be supplied from the 
existing card files, .Filming should continue at the initial processing 
point for the Vital Materials Program and to make the proposed film re re- 
ment program effective. If filming is postponed until the document is 
five years old;, as proposed by the Consultants, the hard copy, in ma^ 
instances, would not be suitable for filming , Additional T/0 would be 
needed to institute the hard copy program. 


E. One of the major problems in documentary storage and retrieval is 
enclosures to documents. The MIP Working Group on Citation of Docent 
Enclosures has estimated that 50?^ of the Air and Navy Documents, 40^ of the 
Army, 15^ of State, and 30^ of CIA reports bear enclosures . ^ Many of these 
enclosures are single copies, colored overlays, maps, oversize items, or 
poor copies. In these instances, they do not alvays lend thei^elves to 
filming. The problem of housing and servicing enclosures is inherent in a 
hard copy collection or an aperture card system. Efforts 

film all (approximately 95lo of those received) enclosures so that originals 

mav he disseminated. Document Division generally is require*! to route 
Ssinal per ipstrpoticns of the originating otfloe or to meet 

reiSng requirements of CIA offices. To complicate the picture, the enclo- 
^nvil which are returned are usually of little immediate interest. In 

to urovide service on enclosures which cannot be read from aperture 
“InfurLS the SSLt malntelns large hard copy files of enclosj^es^ 
frm routing and also attempts to recover the enclosure that rs 
muSd This fs a time-oonsuming and most often fruitless task,. 
S^i^mcerdo S maintain logs of incoming material, and the stodard 
The offices do ^ ial has not been received or vas forwarded to the 

SSJ'mcf on roStS S some instances, analysts may lift pau-t or all 
S thfSclosure for their Individual files. 

m The aperture card system vas adopted in 195^ to meet pace Itodta- 
F. The ap provide better service through retention 

tions vithn^n J flexible and quick means of information storage 

prints. The y . i of space has not been inefficient, but some y/ 
* ““Srsystem, such as processing of poor copy and 
policiee W’-™ ' L criticisms and deficiencies. The deficiencies 

nodex items, tove ^ discarding the aperture card system, but by 

be °^®'^®f®^anding it! In 1957. 73,335 documents were nodexed. Most 
improving ®J^^ocuments were not filmed and mounted in aperture car^. 
of these confused when he receives a retention copy of one State 

The cobV of another. One copy can he clipped and maintained 

document and a io yy responsible for returning the other copy intact to 

in the file, while ne i.. 

the Library. 
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G. The selectivity employed in specialised collections within CXA. 
forces the Library to provide service it is not always equipped to give. 

Certain types of photographic enclosiires are not serviced in Graphics 
Register so that Library attempts to procure them througn inter-li rary 
loan from the originating agency. This is a time-consuming procedure 
(with the Library acting as a middleman since the material is gener^iy 
filed in a section in the other Agency similar to Graphics Regis er;, a 
the analyst may experience a long delay before his request is sa is ® ° , 

In other instances enclosures may be received in the Map Library, indusx 
Register, etc., through other channels. The Library is not always 
’bha'fc ‘the tnaterials are in CIA and availalDle for servicing » 

H. Processing policy decisions should consider servicing and retrieving. 

Extra time allotted for initial processing may save time in ^etri S- 
Policy decisions as to whether to film enclosures, to „ 

sures in the Library, or to procure an enclosure without affected, 

analyst's request should be mutually agreed upon by all components affected. 

I. From the standpoint of management, microfilm is 

economical method of document storage. However, many an^ysts do not l_he 
?o ^ilS on readers and ask for prints to avoid viewing. 

a total of 9,322 documents on film were viewed in the Libr^y i 957 • 

task team believes that the. complaints against the use of film plus the 
A nf checkins hard copy documents from a particular post w^rant ^ 

j what use if atiy, analysts would make of hard copy files, 

also determine what use^ dLtSyed after a specified period of time. In 
The h^d copies ^7mde from the aperture cards. In order to 

most instances, print -n-rn'-nt^ of sinKle copy items would be made 

assure complete hard copy “"“file an added service, it 

from the apert^e costs in space, manpower, and budget, 

will mean additional , / page TTR/3-12) that a five-year hard 

It has already SSrf feet of space. Annual shelving 

eopy ecllection would XHcSn tobL-faoe 12" steel dccu- 

requirements would ?equirement of 31 ranges. The cost of the five- 

ment shelving or estimated by the manufacturer at $22,655 (iiot erected) 

year shelving t ^ ^/q g^x, 1 GS-6 supervisor and 5 GS-5 file 

and $ 23,788 nnatelv staff the collection. This estimate is based on 

clerks, ^°;^^.jfj^eiptsif approximately 33,333 per month in addition to 
current documen ^ documents viewed in the Library in 1957 • The 

the monthly average 3 ^ increase if a hard copy file were established, 

latter figure file and pull approximately 5,000 

Each staff member Total annual personnel costs would be $22,430. 

to 6,000 * ““„t S teoS; thresh copy flies will prolally 

raefe Te^ Sumber 10 (Befareuce) . 
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III. Task Team Reconmendations 

A. Continue the aperture card program and expand the 

All legible documents, including those which are nodexe , should 

and mounted in aperture cards » Illegible documents ^ servicing, 

not be routed until an adequate copy exists in the Li rary -nrovided 

The use of 35inni film should be limited, and facilities should be proviaea 

for the Library to give print service on this film. 

B. The Document and Machine Divisions should give 

poor copy documents and enclosures. Library Sterns . 

JurveilSnce of all enclosures, 

Poor copy or thermofax enclosures should be le- yp • , lecible copies 

for filming to the master file in OCR. Docume^ Division 

procure other lAC Agencies' enclosur-es o ^lodiities at a later date, 
rather than relying upon SoSaL in the other lAC 

Document Division should the initial receipt 

Agencies in order to procure copies of enclosures au 

point o 

0. All documantaxy material ttot £°Se SrSy"" 

fo^rrtiL'Lferlal should te oareiolly regulated 

and controllsdo 

D. A 2rtS^^StSe°caSrpro2L'^°''TSS^file would se^e 

established to supplement the agrt^^^ analysts could view the 

the specialized ^ working with unfamiliar aperture cards, reel ^ 

hard copy rSLrs The availability of hard copies for ^alysts 

fl2“cwSti! SStSfirlnte coald te made for eiagle copy items or 
enoloeuree ttet naist t. routed. 

E. processing time in ~t ^egig 
fully monitored to P''®^®J^gnts^Jbould be carefully weighed against retrieval 
regard!^ ^LSS^should take an active part in all document processing 
Sikorwhich affect servicing. 




> 
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PART THREE 


"(4) program efficiency will result in 

having a printed hihliography instead 
of the Intellofax system." 

"( 5 ) the IPI could be expanded to include 
all documents, books, periodical 
articles , and FBIS material . 

"(T) a printed bibliography would be cheap 
to produce and would prove timely 
enough, to serve information staff 
needs in lieu of Intellofax «> 


I , Consultants ® Findings 


A. "The Intellofax system has S the Agency. It is slow, 

an intellectual level as needed for programs of the Agency. 

costly, and undependable " 


B. "The encoding and decoding of documents in the Intellofax system 
is inconsistent and unreliable." 


0 . present ISC =am>ot b; uniformly to tho coding of tooko 

or documents and must be revised. 


B "The information given on Intellofyo tapes is inadequate for 
reliable selection of pertinent documents. 


II. Task Team Findings 


A. 

System 


. iCCUli 4- 

IntaUactual Level and Reliability of the ISO and the Intellofax 


a rofle - The AHIP Working Group on the 

1- Intelligenc e_Subje2tCo^ 1^^^ 

Intelligeiice November 1957 recommended that the ISC be revised 

final report <iated 2? This revision which is currently 

so that it would meet nee excessive duplication, providing 

under -Jo^rreferSoS^^^^^ and developing a relative index. 

props • n nmiments 


have misleading and titles reflect their specific request. 

SSlne only Sl^^SSn Ls been properly coded but 

In the past good intellyg^ because the title »es not expanded, 

not reflect^ on f for the frequent =os®lalnts that sw 
This accounts in 1 g .nertlnent to the request. Recognizing this 
items on the -Jape are particularly during the past year, has put 

problem, the on^title expansions and abstracts. There is need 

^ direction. 
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3* Encoding reliability - There can never be absolute 
consistency due to the subjective nature ° oVinnld be 

however, account for a lesser degree of reliability u 
expected of the InteLlofax system. 


a. Document analysts in the Analysis a result 

aware of specific Agency needs or gaps ^^^ate specific 

of the above deficiency it has been a given 

rules or instructions as to what items o i -a+pnnv tests 
document should be coded. Numerous coding 

conducted in the Analysis Branch ^ -but there is 

and substantially correct coding of ^ 

wide disagreement as to the coding value of the siaexxgn 

fragmentary information. 


b. Duplicate subject ^®^^^^|/^^^ge‘'incLS^?ent''codiS^ 
cross references of the present ISC cause mcou 


c As pointed out by George Wri^t in a 
on th; Inte!lofax system, the 

Branch on a source rather ^ Analysis Branch on a 

to unreliability. ^^®°^san:Lzation of the to 3ince the 

subject/area !°ScrSsSiy Sliar with the sub- 
document analysts would addition of subject 

jects to which they were a^^^Sned. With tne a 

specialty training of presen ^p er scientific fields, relia- 

subject specialists, furthL. (However it would be 

bility could be increased st 4ni-?=ts since the present grade 

impractical to recruit traxned speci 

structure would not be , ib is feasible to give limited 

the work ctollenging. personnel through external training 

and thereby ihoreaae coding reliability.) 


•»* 

T )t^oL rv-F the Analysis Branch personnel stayed the 
(3., In 1956 only irpre either new personnel coming on 

mi la montha. The 53^ »ere el^er^n^ ^ 

board or old in 1957 is due in large part to the 

months. The r>f»rsonnel ceiling established for the Agency. 

DDP freeze and the personnel^ previous 

The figures for 195 d ^ ^ p months to fully train a document 

^^=-t ThU^— “Sf trio.erV reliability factor. 

anaiys , Ta-u„„„<-r,e wVir. select coc 


. -u-T'+tr 'The reference librarians who select eo^®® 
4. training in the ISC. _ They 

for InteltofSTiSchlHTr^^®®®^^ changes, but are not given 

1% kept up to date on coding consult with the ISC Training 

nv refresher training m -Kipim exists These consultations, usually 

S^iS^only when a coding problem^xists. ^These^^ 

hy telephone, have runs on a daily basis for accuracy an 

ing Officer 

completeness . 
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The above system is inadecLuate because the reference librarians, 
who are not completely familiar with the ISC, do not have the advan- 
tage of discussing and coping with coding problems on a day-to-day 
basis and are, therefore, likely to omit codes which would seem 
obvious to a document analyst. The double check by the training officer 
is unsatisfactory because he does not have the advantage of talking to 
the requester but must check the coding reliability against a general 
descriptive request title. 

5» Intellofax Card - The Intellofax IBM card should be revised so 
that it would contain some additional meaningful coded information. 

Quite often information is requested for a particular time period,^ 
e.g., 1955 steel production. This coiald be taken care of by punching 
in the date of information in addition to the date of publication. 

There would also be considerable value in allotting 2«4 columns on the 
IBM card to designate equipment types by means of code, e.g., Soviet 
Fagot aircraft o 


* o 


B. Expanded IPI in lieu of Intellofax 

1 . Advantages s 

a. A printed bibliography issued in multiple copies to each 
interested office in CIA and other lAC Agencies would be readily 
available to analysts . Copies of documents cotild be ordered by 
telephone. This would greatly overcome. -ihe. distance problem in 
using present Library Intellofax facilities. 

b. Analysts would have available in a printed publication a 
complete listing by subject and area of available intelligence 
documents . 

2 . Di sadvantages : 

a. A printed index to intelligence documents woxxld be a very 
large "publication. The Analysis Branch is currently Indexing over 
200,000 documents a year. The Consultants estimate that this could 
be cut to 150,000 if the number of nod.exes were increased and the 
"duplication of indexing effort between Intellofax and the Registers" 
were eliminated. If Register collection interests were deleted 
from Intellofax indexing, the number of entries per document could 
be reduced slightly. The number of documents indexed, however, 
would be reduced insignificantly since very few documents would 
contain information completely covered by present Register collec- 
tion activities. The nodex standards are now considered too liberal 
by some. Any further increase in these standards would necessitate 
screening by the research analysts . Based on the above, it is 
doubtful that the number of documents would be reduced to 150,000. 
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Intellofsix coding currently averages 4 subject entries per 
document. A printed index would need both subject and area entries. 
Therefore, based on present coding figures, the number of entries 
per document in a printed index would average 8 subject and 4 area) 
The IPI averages 3 entries per article, but the IPI indexes only 
finished intelligence which generally covers one subject and area 
per monograph. It is not unusual for raw intelligence documents to 
cover several subjects and areas. 


By using a broad index approach, a printed index for both 
raw and finished intelligence could probably be limited to k entries 
(2 subject and 2 area) per document. Using the Consultants' figure 
of 150,000 documents per year, the total number of entries would be 
600,000 per year or 50,000 per month. 


The IPI averages 24 entries per page and the Bibliography 
of Agriculture averages 48 entries per page. Both, publications 
approximately the same size (IPI 8x10 1/2”, B of A 8 l/4 x 10 3/4 ), 
however, the Bibliography of Agriculture makes more efficient use 
of space by putting the entries closer together. The Bibliography 
of Agriculture does not have as many subject headings as the IPI, ^ 
nniT it has no area headings. Both the subject and area headings in 
the IPI require a considerable amount of space. 


Based on the Bibliography of Agriculture average of 48 entries 
per page with 50,000 entries a month and 600,000 entries a year, a 
published bibliography of raw intelligence would have l,04l pages a 
month or 12,492 pages a year. These pagination figures do not 
include the present IPI entries, FBIS materials, or books which the 
Consulants recommend should also be included in the ei^anded IPI. 
Assuming the number of entries could be cut to 3 per article, the 
pagination would come to 78I pages per month and 9^373 pages annually. 
For comparison of size, the Washington Telephone Directory has 1,400 
pages-; An annual cumulation of this index would be three times a§ 
thick as Webster ' s unabridged dictionary or 4 times as thick as a 
five-year cumulation of the Cumulative Book Index. 


These size figures are important for the following reasons; 


1) An index of this magnitude is difficult to use due to 
pure bulk. With a general subject approach, it would not be 
^usual to find several hundred entries under one subject/ 
area heading. 


2) One cumulative issue would use up one safe 

drawer. A four -year cumulation would take a full safe for 
storage space. Safe storage space is always at a premium, 
space restrictions may be even more severe in the new building. 


and 
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« Analysts ¥hc use the Intellofax system generally are 

interested in discrete items of information^ e^go, uranium pro-- 
duction, coal prices^ Soviet policy toward France regarding 
disarmament 0 A general subject heading approach such as Readers’ 
Guide to Periodical Literature or the lEE cannot bring out discrete 
items hut must use general subject headings such as atomic energy, 
fuels, and foreign policy o If a large printed index attempts to 
be specific, e.go, the ISC, it becomes so complicated that it can ^ 

only he used hy an indexing expert familiar with its composition • 
Proper annotation can help alleviate this general index approach 
problem, hut it does not solve it, since the analyst must still 
search through hundreds of entries, and the annotation will never 
he specific enough to take the place of a thorough index o Full 
annotations also increase the size factors* The printed index 
thus becomes somewhat 'onreliahle since the user must search many 
entries for discrete items of information, and he has no ass'orance 
that he has not missed information of value* Therefore, the printed 
index has less reliability than the present Intellofax system, and 
for this reason most items which appear in the IPI are still Intello- 
faxed because the ISG can index in greater depth than the IPI* 


c * A printed bibliography could be printed within 1-2 weeks by 
either creating a separate printing operation or by the addition of 
^-8 employees in the Printing Services Division* The Printing Services 
Division could not at thl.s time handle an additional job of this 
magnitude on a priority basis with its present staff. The time lapse 
between document publication and the citation of the document in a 
printed monthly index is estimated as follows; 

Time lapse between document publication and 
receipt in CIA ^ Up to 3 weeks 

Time lapse between time of receipt and 
indexing and compiling of entries 1-5 weeks 

Printing time 1-2 weeks 

Based on the above estimate, the most recent entries would refer to 
documents published 3 weeks prior to the appearance of the index and 
the oldest entries would be 10 weeks old. Measures can be taken to 
expedite Intellofax processing time, but wi.th present indexing 
compiling procea.ures, little can be done to expedite (2-7 weeks) 
indexing, compiling, and printing time for a monthly index* 


3. other considerations 

The Printing Services Division estimated that offset printing 
15 for the first 100 pages and $.40 for each additional 100 
^ The monthly issne of a l,04l page puhlication in 500 copies 
^ ia*cost $2 085.85. Twelve monthly issues would cost $25,029. A 
wouxa costing the same amount would bring total printing 

c^ts to approximately $50,000. 


Personnel needs and costs are difficult to estimate, but the 
f’l cures seem realistic based on present Intellofax needs, 
following ^ c^st $165,000, 20 typists 

avSging^S^ wolia Sst $73^000. An additional |l00,000 could , 
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easily be expended on supervisors, editors, and compilers. Printing 
costs plus personnel costs woxild come to $400,000. The Consultants 
estimated total cost was $250,000. For comparison, the annual cost 
of the Intellofax system is approximated below. Equipment costs are 
given only for the Machine Division because the equipment costs for 
the other operations would be similar for any indexing system. 

Costs df the aperture card system are not included. 


Operation 


No. of 
Personnel 

(average grade) Cost 


1) Code 

2) Type Intellofax Mat 

3) Print Intellofax Card 

4) Machine Division 

(Key Punch, Processing Cards, 
Reference Service, Preparation 
of Intellofax Tape) 

5) Machine Division 

(Equipment Rental and Typewriter 
and Facsimile Purchase Costs) 

6) Library Reference Service 


25 (GS-9) $133^500 

16 (GS-5) 56,000 

3 ($5,300 15>900 

per year) 


26 (GS-4 & 5) 100,500 


44,230 

2 (GS-9) 11,000 

$361,130 


b. An index containing citations to all information reports 
would pose security problems, particularly if it had to be contracted 
to a commercial indexing or printing firm. 


c. If an index to information reports is feasible, it does not 
seem practical to also include books and FBIS materials as recommended 
by the Consultants. Including these materials would not only greatly 
increase the size factor, but these materials are different in 
subject form and content from information reports and take different 
tvpss indexing. In addition, analysts interested only in FBIS 
materials or books would not want to search hundreds of raw informa- 
tion report entries to find pertinent citations. 


C . Card Catalog 

The card catalog as a replacement for or auxiliary to the Intellofax 
been considered by the task team because the Consultants recommended 
jrS the printed bibliography as the retrieval system choices available to 

OCR • 


The task team feels that a card catalog would be far superior to a 
/I i^hTioffranhv because it would have greater depth and could have more 
printed “ Citations to documents would be entered in a card 

complete annoua-cionb . 


SECRET 




Sanitized Copy Approved for Release 2011/01/04 : CIA-RDP82T00271R0001 00120004-6 


SECRET 


TTR/3-25 


^ "Weeks sooner than they would appear in a printed 
of thf» T ^ aunual cost of a card catalog not derived as a "by-product 

fln OV.T, ®llofax system would be approximately $212,500^‘ as compared to 
an annual cost of iUoo.nnr* = 


The discrete searching capability of the Intellofax system is 
considerably greater than that of a manual card catalog systern. For this V 
reason a card catalog could never be used as a satisfactory substitute for 
a machine system such as Intellofax » 


In its investigation the task team has been impressed with the 
advantages which can be derived from supplementing the Intellofax system 
with a card catalog, A card catalog would satisfy quick and non-discrete 
information needs while the Intellofax system would be used for more 
detailed searches when time was not a prime factor « Use of the catalog 
would materially reduce the number of expensive machine run searches « The 
card catalog could be used to satisfy many requests during week ends and 
off-duty hours when Intellofax personnel would not be readily available - 
Some requesters would prefer to make a rough search in the catalog prior 
to requesting an Intellofax run. In making this first rou^ search^ guide 
cards and cross references would provide them with clues to allied subjects 
in their fields which they might not otherwise utilize in making a machine 
run request. 


A card catalog could be provided for an annual cost of $38^300** as 
a by-product of the Intellofax systemo This cost would be more than off-set 
by savings in the operation of the Intellofax system as machine runs are 
reduced by the use of the catalog. 


* The cost of an independent card catalog has been estimated as follows : 


Operation 


No. of Personnel 


1) Indexing 

2 ) 


Typing Entries 
3) Maintaining Catalog and Pro 
viding Reference Service 


25 (GS-9) 
16 (GS-5) 


6 (5 GS-5, 1 GS-7) 23,000 

$212; 500 



** The estimated cost of a card catalog using duplicate Intellofax IBM cards 

Bo. of Personnel 


Operation 

Printing Additional IBM Cards 
2) Punching Additional IBM Cards 
Maintaining Catalog and Pro- 
viding Reference Service 
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mafpl space would "be required to house a card catalog. Approxi- 

anti ^ cards are entered into' the Intellofax system daily. It is 

. , cipated that less ISC subject headings would be needed in the catalog 
Intellofax system^ c<.go, use of subject modifiers in a catalog 
icipi’actical . However, it would be advantageous to have a separate 
area file with full subject subdivision in the catalog. Therefore, figuring 
one fourth less subject entries, but a complete area file the total input to 
the catalog could reach 6,000 entries a day ^,000 documents averaging 
3 subject and 3 area entries). The present 5-ycar cumulation of Intellofax 
cards is housed in IBM file cabinets 6 feet high (l4 drawers) which take 
up 455 square feet including aisle space. A card catalog would have to be 
stored in lower file cabinets (4|*-5 feet), but short IM cards (3j x 5 inches) 
similar to the present so'orce cards would be used in place of the long punch 
card. Therefore, if the input to the card catalog were comparable to the 
input to Intellofax, the card catalog could be filed in the same space as 
the Intellofax file (4-55 square feet). Figuring that the card catalog 
would have one third more input than Intellofax, the space requirements for 
the catalog would be approximately 605 square feet for a five-year collection. 

The complexities of any future data processing systems (Minicard) 
increase the need for a quick manual searching device since the Minicard ^ 
system eliminates the concise bibliographic references and presents 
forseeable servicing problems. The benefits derived from the establishment 
of a card catalog as a supplement to Intellofax may apply equally well to 
Mnicard. 


3 


CARD CATALOG 
To replace 
lOTELLOFAX SYSTEM 


Advantages 


Disadvantages 


1. Researchers are familiar with 
library catalogs and would 
derive satisfaction from making 
their own search rather than 
having it made for them as is 
done with the Intellofax 
system. 

2 Can be used directly by the 
analyst thus eliminating the 
delay for an Intellofax tape. 


Guide cards and cross reference 
aids would give the analyst clues 
£ subjects allied to his field 
which he might not think of m - 
Sscussing a machine run request. 


1. A card catalog does not have the 
depth inherent in a machine - 
searching system 

2. A card catalog housed in the 
Library would be inconvenient for 
remote users. 

3. A card catalog does not have the 
speed of a machine-searching system 
in obtaining discrete items of 
information. 
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Catalog cards could be repro- 
duced by the new photo system, 
and bibliographies could still 
be made available to consumers. 

5- A card catalog would require 
less expenditure of funds. 

6. The catalog would be used for 
requests during weekend and 
off-duty hours when Intellofax 
personnel would not be available. 


CARD CATALOG* 
Instead of 

miNTED BIBLIOGRAPHY 


Advantages 


Disadvantages 


1. A card catalog has more depth 
and higher intellectual level 
than a printed bibliography. 

::^2. A card catalog would be housed in 
the Library where specialists 
would be available to aid users. 


1, Unavailable *bo remote users* 

The printed bibliography can be 
used by the analyst in his ovn 
office. 


A card catalog has more flexibility 
than a printed bibliography. Cards 
cTbe ^ranged in various sequences, 
such as subject, area, serie , 
satisfy the individual needs of the 
research analysts. 

More annotations can be made on the 
catalog card. 

, Citations ^°^^°°^®pJoxS^tely k 
ll£s°foonev than they would appear 
“ a printed hihllography. 

. ort'hn P'S would be bulhyj^ 

• and reanire a large 

of ScuraVo* 

offices . 


ori i<^<=° • 

that the intellofar eysten would he diaoarded 
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CARD CATALOG 
To Supplement 
IRTELLOFAX SYSTM 


Advantages 


Disadvantages 


1. The catalog can be produced 1. 

inexpensively by adapting the 
present Intellofax IBM card 

to catalog use. 2. 

2. Researchers are familiar with 
library catalogs and would 
derive satisfaction from making 
first rough searches themselves 
rather than having it made for 
them as is done with the 
Intellofax system. 

3. If the catalog were arranged 
according to the ISC, there would 
be an ISC index available to aid 
users . 

4. Use of the catalog would cut down 

^ ' materially on expensive machine 

run searches . 

5 The catalog would be used directly 
by the reauesters to satisfy quick 
and less complete information 
needs . 

6 The catalog vould be used for 

general searches and crash projects, 
SHhe intellofax system for deep, 

introspective searches. 

•7 rnide cards and cross reference 
S would give the analyst clues 
allied to his field 
think of in 

SscSsslng a machine run reguest. 

SSs when intellof^ personnel 
vould not be available. 


Additional space would be re- 
quired to house a card catalog. 

Until such time as the card 
catalog reduced the requests for 
machi.ne runs , it would require 
additional personnel and expendi- 
tures to maintain it. 


crr'pc’T 
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II- Task Team Recommendations 


r«-, 4 - 'til® Ixitellofax system for raw and finished intelligence 

materials as follows: 

1. Adopt a revised and improved ISC. 

2. Pat more emphasis on expanding the bibliographic entry on the 
IBM card, to reflect all of the coded information. 

3« Reorganize the Analysis Branch on a subject/area specialty 
oasis. Increase the specialty knowledge of coding personnel through 
limited external training or internal rotation. Examine measures 
that could be taken to ensure greater continuity of personnel in the 
coding operation . 

4. Find ways to keep the coding analysts better informed on Agency 
information needs and priorities, e.g., periodic briefings, making 
available gaps in intelligence papers. 

5. Improve the Intellofax reference service by assigning on a 
rotational basis a senior coder from the Analysis Branch to the 
Reference Branch to advise on the selection of codes on a machine run. 
(Task Team Intellofax is studying this . ) 

^ 6. Redesign the Intellofax IBM card to rid it of punched data of 

/ marginal value, e.g., the last four digits of the source locator. 

Code both the date of information as well as the date of publication. 
Allot 2-4 columns on the IBM card to designate by means of code the 
various equipment types, e.g., Soviet Fagot aircraft and Soviet Knife 
Rest radar. 

B. The task team believes that there is no substitute for the extensive 
searching capability of a good machine indexing system. With the adoption 
of the improvements recommended above, most of the complaints against the 
present system would be corrected. However, a machine system cannot give 
the rapid service of a card catalog or a printed bibliography, and it denies 
the requester the advantages of making the first rough search himself. 
Therefore, it is recommended that in addition to the Intellofax system, 
a card catalog or printed bibliography be adopted for raw and finished 
intelligence. The catalog or printed bibliography would be used for general 
searches and crash projects, while the modified Intellofax system would be 
used for deep, introspective searches. 

The printed bibliography has one major advantage over the card 
t lofi' it can be used by the analyst in his oxm office. The card catalog 
hL^other advantages, however, that make it superior to the printed biblio- 
““ hv i e. higher inte.llectual level, more annotations, etc. Therefore, 
^^Is recommended that a combination Intellofax and card catalog system for 
^aw and finished intelligence reports be established. 






Sc:CRbT 
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It is feasible;, at least on a trial basis, to have Intellofax 
document analystis indicate to the Machine Division on the Inte3.1ofax code 
sheet those codes for 'which an additional IBM card should be reproduced. 

The subject and area code can be printed by IBM machines in the upper left- 
hand corner of the card next to the bibliographic entry. The pimched data 
would then be cut off and the card, would be filed by the printed subject 
and area codes . In order to facilitate use of the card catalog, copiss of 
the revised ISC index should be readily available and there should be 
liberal use of guide card,s simi3.ar to those recently entered in the book 
catalog. The senior member of the document catalog maintenance staff 
would be available to aid and instruct users on the use of the catalog. 

A card, catalog would satisfy quick and less complete information needs of 
requesters, but the machine capabilities of the improved Intellofax system 
could be exploited when time "was not a factor or when only discrete aspects 
of certain subjects were required. 


C. Intelligence research analysts have long requested that OCR provide^ 
an index to FBIS Reports. Agency analysts spend considerable time maintaining 
FBIS files in large part because there is no index to this material. The 
value of FBIS Reports can be judged by the fact that they constitute a large 
percentage of the source material used in CIA finished intelligence stu les. 
FBIS Reports, which are more like newspaper and periodical articles and 
briefs than raw intelligence documents, would seem to logically lend them- 
selves to a New York Times or Readers' Guide published index approach. 
Therefore, it is recommended that a study be made to determine -the best 
indexing system and format for a monthly published index to the FBIS Daily 
lummariL and the Economic Abstract Cards. FDD Summaries might also >c 
• in this index If the present OCR staff can not handle an 

adSioLi job of this magnitude, the index could be cagtrac^ to a govern- 
mental or n^-gcvernmental agency such as the Battelle Memorial Institute. 


A<^ indi'^ated elsewhere in this report, the improved Intellofax 
uith the'addition of a card catalog capability seems superior _'bo a 
system , ' , ' j j^aw intelligence reports. However, if a printed 

panted . or successful, a re-evaluation of a prlntei Index 

index should be made since it may be possible to overcome^ 

for raw ^ g 3 the disadvantages may not prove as serious as tney 

obvious dis & advantages or disadvantages for a printed 

appear ^t pr^^ - jDtelligence can only be assessed tlnrough trial. A _ 

I'^Sad^Sdex to FBIS Reports which would have many of the characteristics 
iSill^-gence index, i.e., large volume and broad index approach, 

preLnts an excellent trial medium,. 


n Cont-'nue the IFI on its present basis, i.e., an index to finished / 

intelligence^nd intelligence periodicals. 







Sanitized Copy Approved for Release 2011/01/04 : CIA-RDP82T00271R0001 00120004-6 


Sanitized Copy Approved for Release 2011/01/04 : CIA-RDP82T00271R0001 00120004-6 


cnrpc'T 

1 . 1.'. . ■'r. .t 


Tm/3-31 

3 

PART POUR 


”(6) it is feasiUle to maiie photostat 
copies of single copy enclosures 
for Acquis 5-tions Branch customers." 


lo Consultants® Findings 

A, "Many important items not only for the intelligence agencies, hut 
for other government agencies, are sent in by the Publications Procuremen 
Officers in single copies. A facility should be established in uhe 
Acquisitions Branch for the prompt reproduction of these items whet er 
they be books, periodicals, newspapers, or documents, so that a better 
dissemination can be made to meet the needs of the government. 


B. "Provision should be made as part of the Acquisition routines 
make such photographic copies as are necessary for the users w i e 
for the immediate control of the copy received in the intact hard copy 
collection of OCR." 


II. Task Team Findings 

A. During the period June-December 1957 ^ of the items received ^ 

SSliliiStrr/iSS reproduction U. Pr^tness 
el aSaot an, such prosr^.. At preeent, the reproduction 

^ ‘ - - - - -^^-1 ^ plant. 


is accomplished in the 


w Tt is questionable whether the addition of a reproduction 
. ■ ■ hJ SrLouisitions Branch would completely solve the problem, 

-olution wnnid be to establish a branch plant of the Printing 
SSelS near or I 


III. Task Team Recommendations 


A. Greater efforts should be made in emphasizing to the PRO" s the need 
to procure multiple copies. 

B. A hranch reproduction operati o n , eimilar to the orga nlgtion^n^^^ 

"K" Building, i^ed^to assisting the Library in nandling the 

“pJoSuronitllcatSfrec^lvad in a? inadequate nur.her of copies. 



i 
I 
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i 

I 
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Subject: The ISC revisions and their possible effect on book cataloging. 


1. It is believed that, as far as the cataloging of books is concerned, 
consideration should be given at this time to a shift from the ISC to the 
Library of Congress system of classification and subject-headings. 

2. The ISC is currently being examined by an AbtUP committee for the 
purpose of revision; the Army Map Service area code has been so examined 
by another committee and will be replaced and/or supplemented with a new 
area code. If the Catalog Section is to profit from the new area code, 
which is a much-desired improvement on the AMS code, it should begin to 
use the new code when cataloging books. However, to use the new area code 
would req.uire that the Section would also be forced to re-catalog the entire 
holdings of approximately 79,000 titles and to re-label that portion of the 
total CIA Library's holdings of Y(2,kk"{ volumes which is on the shelves 

3)^ than on loan. If the revision of the ISC should be substantial, 

even if the Catalog Section continues to use the AMS area code, a large 
percentage of the CIA Library's holdings will have to be re-cataloged and 
re-classified in order to keep abreast of the Document Division practices. 

3. Advantages and disadvantages of the ISC and Library of Congress 
systems are: 


a. Advantages of the ISC: 

1. The ISC was specifically designed to cover the topics 
with which the Agency is concerned. 

2. Books and documents are subject-headed by the same system. 

3. The index to the ISC is, in effect, the key to two 
different catalogs; the subject and area files for 
documents and the subject and area files for books . 

Both files are thus joined into one subject and area 
catalog for the entire processed collections of the 
CIA Library and the Document Division. 

4 ., Tape-runs can be made to provide analysts with a biblio- 
graphy in a relatively inexpensive manner which does not 
involve typing copies of catalog cards or preparing 
bibliographical lists in different formats. 
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b. Disadvantages of the IQOt 

1. The ISC is a classified list of subject headings for 
documents, and as such is awkward as a classification 
system for books. The fundamental difference in the 
coding of documents and books is that books on similar 
subjects should be placed physically adjacent to each 
other, whereas documents are kept in the numerical 
order of accession. No check is necessary before using 

a code for a document, whereas the codes used in the past 
for other books must be compared for every new book. 

2. As far as can be ascertained, no documents are ever 
received for such sweeping topics as "The conflict between 
East and West", "Taxes and fiscal policy in underdeveloped 
countries (as a source for funds for development)", etc. 

In order to cram what is a purely book subject into a 
document code, the ISC is often bent and twisted, and 
either additional codes are added in gross to indicate 
significant subjects or one amorphous general code is 
used. The Catalog Section has developed a whole set of 

ad hoc interpretations for certain codes which are not at 
all in complete agreement with the interpretations .of >the 
codes as used by Document Division. 

3 . Since the Catalog Section groups books hy continent and 
then by country, it can not use related areas and it can 
not indicate bloc groupings such as the Arab League or the 
Satellite Bloc of Eastern Europe. 

c. Advantages of the Library of Congress systems: 

1. The LC classification system was designed specifically for 
hooks. While it has its own internal weaknesses, e.g., 
rifles in US, SK, and W, its use would eliminate much of 
the present difficulties brought about by forcing 
specifically book subjects into a document code. 

2. The LC subject-heading list is an alphabetic word and/or 
phrase index to the subjects covered by the books in a 
collection. Its straightforward alphabetic nature seems 
easier to understand than a coded numerical listing. 

3 . It should not be difficult to work out a system of photo- 
graphic duplication so that a bibliography of the catalog 
cards could he prepared easily for an analyst. 

d. Disadvantages of the ID systems: 

1. The LG subject-heading list is a straightforward word 
and/or phrase list, and, by its very nature, creates a 
wide separation of like subjects and seeming subdivisions, 

e.go, Unemployment benefits and Supplemental Unemployment 
Benefits; Electronic data processing and Information 
storage and retrieval systems. 
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2. ^ cards are not available at the time that the Catalog 

bection is processing the books for 45 to 55^ of recent 
ooks in English, 65 to 85?^ of recent books in Russian, 
and 75 to oOp of recent books in French, German, etc . 
However, the percentage of titles which are available 
would reduce the original cataloging load of the Section 
by 10 to 1%. 

3 • IC cards for books in Cyrillic languages are printed in 
Cyrillic characters and are transliterated by the LC 
system rather than the BGN system used by the CIA. To 
have cards for Russian books which would be uniform in 
appearance, the Catalog Section would either have to use 
a Russian t3^ewriter for the books in Russian which it 
would give original cataloging or not use the available 
LC cards in Cyrillic characters. Any attempt to change 
IfJ transliteration into BGN transliteration without 
reference to the books themselves would be impossible, 
e.g., "ia’s" into "ya's." 

4. The IC systems are deficient in certain areas important 
to the Agency, e.g., communism, intelligence, secvirity, 
etc. The IC system of classification and the list of 
subject-headings would require some re-working before 
they could be as suitable as the ISC. Area breakdowns 
can not be used with every subject listed in the IC 
subject-heading list. Furthermore, certain subjects 
would be meaningless if reversed, e.g., Russia--Statistics 
and Statistics — Russia are two entirely different 
concepts and to use and/or reverse both subject headings 
would make logical nonsense. As a result, there can not 
be a complete area catalog. 



4. If the revision of the ISC results in a code skewed more to the 
requirements of the other lAC agencies and the needs of their documents 
and less to the cataloging of books — since the CIA is the only agency which 
uses the ISC for book cataloging — a shift should be made to the IC systems 
of classification and subject headings. If the revision of the ISC results 
in a code which can be utilized more effectively and efficiently for the 
cataloging of books, the ISC should continue to be used. One standard 
system for both books and documents has advantages which would be lost by 
shifting book cataloging to the IC systems. Furthermore, any revision 
of the LC classification system and subject-heading list to provide for 
those subjects of peculiar interest to the CIA., e.g., communism, 
intelligence security, etc., which are adequately covered only by the ISC, 
would have an unsuspected effect. Customarily, since using IC cards 
involves almost complete acceptance of the bibliographic detail as given, 
e.g., the descriptive cataloging, the classification, the subjects, and 
the'added-entries, the work of processing those books for which there are 
LC cards is done by clerks rather than by catalogers and there is thus 
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cost of cataloging. If each LC card must be 
othP»7-c3 -P ^ classification altered, and the subjects replaced by 

nnlv -K special subject-heading list, the work can be done 

fhJ^rr^ Professional catalogers. It would often be cheaper to ignore 
adfl-+- ^ original cataloging for the book. Furthermore, in 

1 ion to the large percentage of recent books for which no LC cards 
re available at the time the Catalog Section is processing them, no 
IL cards are available for classified materials or for large blocs of 
commercial directories, etc. Cards for older, as well as serial, 
ussian materials present the special problem of handling Cyrillic 
type-face and differing systems of transliteration, as well as the 
additional problem of providing a translation of the title into English— 
a job which no typist could be expected to do. 





_ ■ 
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15 October 1957 


MEMORANDUM FOR; Deputy Assistant Director, OR 

SUBJECT; Cataloging Problems Requiring Policy Decision 


1. Attached hereto are tvro proposals that have been the basis of 

some discussion in the Library, They were prepared bjj I The 

memorandum of 4 October is primarily one of procedure:^ paragrapns 1 and 
2 can go into effect as soon as practical. Paragraph 3 is a warning to 
me that help may be required. Paragraph 4 will be delayed. There are 
some objections to the 3x5 'S short IBM card; harder to handle vertically, 
no holes in them for threading onto drawer rods, etc. 

2. The 8 October memo] ^explains the pros and cons 

of the Intelligence Subject Code versus the Library of Congress system 
of subject cataloging. It is my recommendation that we continue to use 
the Intelligence Subject Code for our classification of books because 
it reflects the needs of intelligence most closely. If the current 

k review of the ISC results in an extremely complicated, out-s ize list of 

headings we may reconsider. I am impressed by the fact that 
recently ran a machine listing of the ISC headings he used for books 
and estimated that he has utilized about 75^- 

3 . Any revision of the Intelligence Subject Code will require 
recataioging portions of our collection. It is good economy to consider 
revising the area cataloging at the same time revisions are made to the 
subject cataloging. When the ISC revision is adopted, we will revise our 
cataloging both subject and area-wise, working closely with Selection 
staff to review materials that may be obsolete. This will take time, 

but it would result in a more efficiently arranged catalog and collection. 

4 The move of the Catalog Section to M Bldg, soon, together with 
of the points raised in this memorandum will cover most of the 
f Slowing recommendations in the Library Consultants' Survey; 33 - 39 • 


Librarian 


Attachments (2) 


SECRET 



Sanitized Copy Approved for Release 2011/01/04 : CIA-RDP82T00271R0001 00120004-6 










SECRET 


1 • ^ of the problems of subject cataloging is that the subject heading 
used as a classification system. Since various aspects of the 
^ame thing are treated as different subjects, there is often the necessity 
or a tedious search of the shelf -list to determine where other similar 
books have been placed. (E.G., a bomber as a commodity is T^S-l?; a bomber 
as part of the materiel of the armed forces is 373.1 or k6l.2; research 
and development on a bomber is 666.202. A handbook, prepared by the manu- 
facturer on the design and operation of a bomber currently in use by the 
Air Force could be classified in at least 3 places . ) A large part of the 
difficulty could be solved if : 


(1) All commodities would be listed in the 700 section only. 

(2) The 200, 300, and 400 sections would contain only organiza- 
tional information about the armed forces; the 500 section 
would be general theory of tactics and strategy; and the 
600 section would be pure science and general scientific 
and/or technical research. 

(3) The military aspects of the commodities would be reflected 
by slash-action codes in addition to those already used with 
part of the 700 section, e.g., A for Air Force, D for Mavy. 
Research and development would be indicated by an R; 
weapon theory and usage by W. 

(4) The classification of the book about a bomber would be 
general, e.g., V/ 8 — 743.17--. B7; the subject heading would 
be specific and detailed, e.g., A-R-2-5/743 .17;> which would 
be read as: Airplanes — Bombers — Product specifications and 
description (including research and development) — U.S. 

Air Force. 

Classifying books about commodities in one place and making use of 
additional detailed, specific aspect subdivisions of the subject would be 
an improvement not only over the present system but also, in many ways, 
over the present Library of Congress system. For example, the LC puts 
books about rifles in three places: US, SK, and VD; it puts books about 
electric furnaces in five places within three of the letter classes: QD, 
TK and TN. The subject-headings are simple and direct: "Rifles" and 
"Electric furnaces," but there are no specific subdivisions of these 
.,ubiects and the catalog user is referred to nine other places in the 
^n^betical catalog (eight of these are to specifically named types of 
tfles e g Lee-Enfield.) Furthermore, since geographic subdivision of 
ither subject is provided for, the IC does not distinguish between 
Russian and British rifles, whereas such a distinction seems necessary in 

this agency. 
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SAMPLE LIST OP U, S. GOVERNMENT LIBRARIES 
USING THE LIBRARY OP CONGRESS CLASSIFICATION SYSTEM 

Note 1: This list is not complete. Data was obtained from 
Special Library Resources. Volume II, published by 
the Special Libraries Association, 19^+6. 

Note 2: APCIN, ACSI, and ONI do not maintain large book 

collections. The books which they receive (mainly 
as enclosures to Intelligence reports) are forwarded 
to interested offices in their respective services, 
or are retained occasionally and filed by the 
ID number. 


State Department Library 
Civil Service Commission Library 

Department of the Interior, Fish and Wildlife Service Library 
Department of the Interior, Law Library (modified L.C.) 

Bureau of the Budget Library 

U. S. Maritime Commission Library 

Department of the Navy, Bureau of Ordnance Library 

Department of the Navy, Hydrographic Office Library 

Department of the Navy, Naval Ordnance Laboratory Library 

Army Map Service (LC for books, magazines, etc.; Williams for maps) 


11. National War College Library 

12. Department of Health, Education & Welfare, National Library of Medicine 

13. Department of the Amy Library 

14. National Research Council Library 

15. Federal Trade Commission Library 

16. Public Housing Administration Library 

17. Federal Deposit Insurance Corporation Library 
18 U. S. Coast Guard Academy Library 


SECRET 





Total 


8,000 15,705 


for higher quality of indexing and fuller annotation 
and better analysis, this staff might possibly be se 
at fifty people. Basing the space req.uired on au 
square feet per person, this would require ^ 

square feet of space, which would release another 
square feeto 


p. l46 the Survey recapitulates ’ ”A room of approximately 3;^000 sqixare 
feet would provide for three to five years of hard copies 
documents received, plus a reasonable number of Photosta delav 

so that analysts could make copies of items + current 

Comment: The two year qualification as to capacity 
rate of receipt 758,000 documents. Note as underlined ^^t the 
"analysts" would now reproduce their own copies - g 

printing is 35,000 prints per month plus wastage - 420,0 p P 

year. 

W The Survey’s allowance for the first three space requirements listed 
above totals 4,000 square feet. 

5 / ..e flc» Charts preyed Tthlt^r dSIS, 

state Chart 4,596 doousBhts during 1956. On 

two indexers and a typist; inLxina staff of 50 must be 

this basis the Survey proposal for an indexing su 

multiplied by four . 

Evaluation of Survey allov«.ce of 3,000 s.iuare feet for storage: of 5 year: 
of hard-copy document receipts. 

Assumptions ; 

V,e project the 1956 rate of grouth of 378,874 documents for the 5 years 
involved. 

Records Management advises us to allow 2,000 pages per linear foot of 
storage space 


We 


calculate the sguare footage requirement for stach storage as follou.: 

, 7 ci-ieitrps ner single-face section, 6 sectio^ in 

3 foot - ttos, 42 shelves per side, 84 

a stack r-ange, 252 linear feet of storage minus 

UnSr feet for dividers and rnnila folders required to 
il^LcLe^s in yielding 225 linear feet net storage 

capacity per range. 

+ fine half of our document receipts are of legal-size format - 
About ° .11 ctore all documents on their sides on 10 

we Ze3oie require 2 x l4" or 28" plus 2" stack bracing 




or 30^'* for the range and contents and we would allow 42" 
aisles to accommodate staff and book trucks o 72 *^ or 6' wide 
X 20 ” ( 63 “ sections and one 2® end aisle) equals 120 sq.uare 
feet per range unito 


These assumptions on stack storage are completely accurate for the 
present "M" Building Library facilities. We believe the 7 shelf 
height will hold for any other building because of the inconvenience 
of access to the 8th shelf o (in fact, browsing among documents on 
the lowest and on the 7th shelves will, in our opinion, prove 
totally unpopular.) (Assiuning approval of user access by Security 
Office. ) 


Some saving of end aisle space will no doubt prove possible ^ 
building. Narrowing the 42" stack aisles which must accommodate 
stools, ladders and book trucks in addition to staff must surely 
prove to be a questionable economy. 


Our camera operation cites an average of 

in Jan-Mar 1957- We apply this figure across-the-board to our entire 
take and adjust the results to allow for oversize enclosures and 
finished intelligence studies as follows: 


A recent Analysis Branch sample showed 1 page of enclosure per 
2 SgS ofooiar document received, specifically one 
ve processed 3,729 docs ® 5-4 20-436 m 

documents included enclosures totalling 10,844 pp. If ® 

this down to an average or d700O or 60 per enc osur 

assume 30,000 enclosures per year we get 1,800,000 pages 
additional take per year. 

78,000 documents ® 5.4 p. ea equals 2,04l,^ pages annual gro«h rate. 

30:c00 enclosures ® 60 p ea 



3 , 841,000 pages equals @2,000 pp per linear foot - 1,920 linear feet 
growth per year® 

divided by 225 linear feet (capacity per 6-section 
1,920 linear _ g stack ranges per year x 120 square feet per stack 
stack) feSt required per year or 5,100 square feet to 

Suse^a kve-year collection, 
in addition, we require: 
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^ Revised 5 year total space requirement - 5,100 plus 2,220 equals 7;320 
square feeto 

Additional comments: 

“ “ of Hard Copy Storage : 

This collection will grow at several hundred points c There is no 
way to predict the individual rates of growth* Steady shifting 
of collection to accommodate growth variations is inevitable . 
Assuming that we could start with 2,000 feet of stack space or 
enough for two years, the problems of management in the third 
through fifth year plus the costs of retirement will certainly 
prove difficult even granting that the additional annual allow- 
ances of space are forthcoming as needed » Another way of saying 
this is that a 5-’ys£^^ collection cannot be tightly packed into 
a 5~3^ capacity storage area; the more any space allowance for 
growth is pared down by assuming dual use of initial area, the 
more staff is required to maintain an orderly collection through 
time by large-scie shifting of documents . 

2 . Housing in Filing Cabinets : 

Assuming a growth of 1,920 linear feet of documents per year plus a 
one -year space allowance for growth and manipulation and assuming^ 
further that Security Office recommended cabinet filing for security 
and safety reasons our equipment and space needs would be the 

^°ll°5^2awer cabinets, 10 linear feet per cabinet or 192 cabinets 

per year; 5 -year requirement 9^0 plus 192 for growth or 1,152 
cabinets . Assuming 12 cabinets housed per 100 square feet of 
space gives a total space requirement of 9>600 square feet* 

2 . Staff Requirements - hard-copy storage : 

Survey coment: "Assuming that only the present to, 000 docxmients were 
SSled from the shelves, the reshelving of these documents, which 
oVir,iild be done by OCR staff rather than by the analysts, even at the 
Stati c? S l?ema per hour, vould require only about a 
vSr to keep this hard-copy file in order. An additional 350,000 
docLients would have to be shelved currently as received and this 
Require an additional 3-1/2 man - years. Since it may be 

that the use of the documents would increase greatly if 
n-nies were available for immediate consultation and since there 
2 cases in which the analyst might well sit at a table and have 
+i®^LGments brought to him, it would probably be well to provide for 
the ‘ or eight clerical attendants to bring docu- 

LSf frm tSruhelveh and to keep them filed and in order. 
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"Since the entering of items as received and claimings 
of items not received should he absorbed in the acquisition process ^ 
this would substitute seven or eight stack attendants for the group o 
about 20 vho are involved in the lAC Unit^ the Copy Unit and the Aper xnre 
Card Unit of the Machine Division o It would also make it completely 
unnecessary for the Search Unit of the Circulation Section to ban e 
incoming requests for documents which is the largest part of their jo , 
so that unit could be eliminated.," pp. 146-4-7 « 


Recap 

Unit 

Search Unit 
lAC Unit 
Copy Unit 

Aperture 
Card Unit 
Mounting 
Keypunch 
Card processing 


present T/O 

11 

5 

7 



Recommendation 

abolish 

abolish 

alDolish set up 8 man 
stack unit 


abolish 

abolish 

abolish 

use b^ save 19^ 


0\xr comment: 




1 ) 


2 ) 


3) 


The Survey assumes that analysts will come to the storap center - 
at and in the new building? 50^ of our requests come by 

mail today o An estimated three-quarters of our requesters know 
Saoiirwtet aoeunant(8> they »ish to oaa. Suraly mdar any syatam 
It Sill oonstltuta nettar service to send the dootmants to ttem 
cn theL deadlines as we have been doing for many months. This 

S no^^ event analysts who prefer to call in person from 
I Question: Do Agency and lAC customers receive service by 

mah’ If s“we staff to pull requested documents from the shelves, 
ionv them (if reproducible) and to maintain minimum records » 
sLce LS SocSient identifications are partial we also staff a 
Control Section to complete the identification. 

, o ,o,r fimitcs from this discussion the problem of achieving an 
• -o^ite coliectLn of lAC enclosures - (Discussed in the OCR reply 
inviolat , . . Jlpio) As we see it at the present time up to 

oLAhi^^of the enclosxire traffic is unobtainable at reasonable 
costs Any requested enclosure which is not in the 

higb cost. 

C anticipates that "the use of the documents would increase 

W JSS; wS. available..." and mates no mention here 
§ the^reproductlon costs which they presumably will have the 











7 - 
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analyst bear since they give us no staff for this purpose.. ur 
guess is as good as theirs on what this might involve. At prese 
we print about 35^000 paper copies from aperture card ' 

month. We bear an added wastage cost of perhaps 10 » 
estimated 5^ of the documents are either partly or total y . -i 
illegible for machine copy pxirposes. Copying is a pure y c e 
matter . The analyst who wanted 100 pages of text would neve^ 
achieve a trained clerk’s production rate of 4 - 5 ® 

minute. We doubt that he would stick with the 
fifteen-minute session of copying and feel certain that 
call for help iratD.ediately on the first page of poor copy he •• P 
with. We would plan on manni.ng the copy machines f'ali~-Gime. x - 
machines means a T/O of 3 with no allowance for e*ror no 
predicted increase in traffic.. 

+) The Survey states that their- ass-omed rate of 

at 60 per hour is low. They indicate no document wher . 

can go to see such performance. These are documents, ^ot book., 

and will be housed at the rane of about ^0 per 

filing is a matter of slipping despatch 68 in between 67 and y, 

uSiS rolling in caMnetn shelving vlll often 

vthole lot of documents near the fili^ poiht in OT - ' 

the given document without damage. One rough ehec - 

SiStrcan be made in terms of space maintenance per man. They 

:floSe Tcle^krto a 3,000 square foot area which comes to about 

^80 sauare feet per clerk or 3 possibly 4 ranges of s-Helving. 

estimate 6,000 plus square feet of storage area plus . 

SSSng of colLction, plus service of mail requests At, 380 

oirSas^ot unrealistically »ith the 8 or 9 ye employed 
Tosf ft rScUlete hard copy collection 

.ranneilVnr^ gro-eth and a_thlrd small.e^ ,j:ate.ofjjr£.- 

5) The Survey “*^“^*^t^TSIlfn“\ciuisW?ons Se^SS.^At 
received can te ahsorgi «hl7atlon of 5 existing Jots. 

tc^ents per ?Ais 

logged hy source of aU the London d.espatohes 

“tS^rr/htgl^ and their arrangemyit g despatg n'^her. 
tsumlng t-t i - can-do ^ cards 

5-7?n Sr dav or about 100 per hour. Minimum requirement 3. 

from the time of staff on duty for leave and training 
^^f v?l l°su^ption about fluctuations in load and staff turn- 
and make ^,gg,^lar allowance of 6oj!> staff for peak load 

° 3 ®eertaiSy |istified in this instance giving a tonal sort ana 
checking in t/O of 5" 
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In summary: the S'urvey appears to have taken a rather superficial 
approach to the staffing up of a hard-copy document operation. We doubt 
that any realistic estimates can he established for some of the costs at 
this time, in -which case a liberal and long-range allowance for extra 
T/O would certainly need to be included in any final plans for such an 
operation. Against the Survey proposed T/O of 8 stack clerks we would 
lay the following for first comparison; 

Sort and check (Acquitislons) 5 

File - Survey space 3 >000 5qua.re feet, T/O 8 
OCR estimate 6,000 square feet 

T/O minimum 12, probable l6 12 

Copy service - 3 machines 3 

Search Unit (i.e. customer service) 

4 search book requests 1/ 

6 search document requests - mail, tele- 
phone and in-person ^ (includes super- 
visor) ° 

1 mail clerk _i_ , 

27 3/ 

1/ Agree that this can be absorbed in the new building on the assumption 
I"' that Acquisitions personnel will have ready access to book catalog and 
^ stacks. The fact remains that many requests come in incompletely 

identified fir purchase purposes or for hooks that need no;, be purchased 
because loan copies are immediately available from our shelves. This is 
an optimistic assumption. 

2/ Even were a directive issued which required library users to in 

person there will be many requests for assistance in locaring iiles, 
reaching high shelves, explaining missing items, etc. We would 
present load pattern (including mail and phone requests) and start with 

6 analyst assistants. 

The Survey justifies 3 of its T/O of 8 to handle peak load. This 
^ ftishion of 37'^ is present in the above rough ligures and partial y 
?ro-^ p?esent-day operation. One man-year or 26l work days minus 
ft holidav= equals 253 or @8 hours per day, 2,024 gross man-hours per 
Omitting turnover- vacancies and apprenticeship costs, the 
fifiSIviSame 17 teye due to ann-ial leave, 10 days due to 
?Lve and 12 days (5^ of 253) for agency training for a total of 
?i'LirieaJ?ng 214 days of duty at 7 hours per day or 1491 hours. 
Th-i?Lbresents a 25^ deduction and leaves a productivity potential of 
75i of gross hours on duty before present high rate of turnover is 
taken into consideration. 


Sanitized Copy Approved for Release 2011/01/04 : CIA-RDP82T00271R0001 00120004-6 



Sanitized Copy Approved for Release 2011/01/04 : CIA-RDP82T00271R0001 00120004-6 


C-O-N-F-I-D-E-N-T I-A-L 


CENTRAL IHTELLIGEECE AGENCY 
OFFICE OF CENTRAL REFERENCE 


' I't 


SELECTION 


TASK TEAM REPORT NO. 


2P February 1958 


MEMORANDUM FOR: Assistant Director, Central Reference 


SUBJECT 


Final 


Report on Selection of Publications , Task Team No o 4 • 


1. Membership 

The Task Team membership consisted of ; 


I Chairman , Do cviment Division, OCR 

Requirements Staff ,| ^ 

Fundamental Science Division, OSI 


2. Method of Task Team Operation 


a. Each member read ,^'^tarviSl'afl°SrsomeX engaged in 

L the dewlc^nt 

and each « 

Ssl SrEI aiSIonL^^The m^hers also discussed »ith officials in 

rvSo^S oi "o?st.ndards, primarily as a basis for Judging 
the current standards. 

a. A mpmber cxorcssed his thoughts on the whole range 

b. Tl-ie Team met and each mem ^ ^ substantial agreement 

of topics the terms of reference.^^i submitted his contribution for 
on issues and Resided. The Chairman integrated them into 

the report on sugi^ested modifications of form ^d 

^ Th^ draft was reviewed by the Coordinator, and a rewritten 
Sas SLflf approved by the Team for submission. 

^ Recotutaenda'tions 

ine recommendations contained in the body of the report are that. 

And criteria be drafted covering at least 
a. A ProP°®«^ Ling necessary for comprehensive and concrete 

the elements selection staff and in consonance with one or more 
®^sJSSerd«orSd for the develop.:., nt of selection criteria. 

page TTRA-11- 

C -0 -N -F ”I “D -E *N -T -I - A-L 





Sanitized Copy Approved for Release 2011/01/04 : CIA-RDP82T00271R0001 00120004-6 








Sanitized Copy Approved for Release 2011/01/04 : CIA-RDP82T00271RQ001 00120004-6 




b. Tne draft selec.tiop, polic;v ancl criteria V>e to iRaG 

review , final a.pixroval, and publi cation j Initially and perioO.i'wa.. i ^ 
tbereafter; in order to obtain widespread and consistent giudance 
from user coin'ponents .. See page - 

c. The ccmimittee of Library selection consii.i.c.aii^iS be desi^pnated 

suboi'dinate to arrl an extension of CRAG representation* oee -i- 

d. Branch LibrariewS be abolished when the new building is . c, 

and their materials turned over to appropriate specialized co.x^ec .. 
where such exist. See page TTR/4--ilo 

e. Specialised book collections Tnaintained at Of f ice > Division, or Branch 
level’ be cataloged or otherwise aeseribed for the 

so as to be available to other components through Rc erence 
See page i ’ 

f. Methods be adopted, as suggest, ed , or otherwise , 
cataloging mnpower limitations will not be severe * -o ^ . 
selection. See page TTRA-II, 

of Acquisitions Branch. See page TT.B/A-12. 25X^ 


Task Team Four 


Attachment_: 


C _0 -W -F-1 -D -5^ -N -T - j 
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C-O-W-F-I-D-E-N-T-T -A-L 

PB0.JE:CT KO'iJP ; SELECnON OF BOOKS ABB OVERT SERI/lL PUBLICAKOME 


ttrA-3 


I . PROBLEM 


A. To study took £ind document selection criteria and determine the proper 
location of the selection fvinction in the organizational structure, 
specifically to determine if ; 

1- The Agency staff participates in the selection process. 

2. There is a satisfactory selection policy. 

3- The selection function should be in Acquisitions Branch or in Reference. 

B. ®ie frame of reference of this report in relation to the Consultants Report 
is described in Appendix B. 


II. Does the Agency staff participate in the selection process? 




A. CONCLUSIONS S 

1. At the time of the Consultants' study, the Agency did not participate 
selection process in a regular, organized manner « 

2 The recently instituted method of utilizing subject e^^erts as cons^tants 
Sr sSSLi has given little evidence so far that it will in itself 
make more than a minor contribution to selection. 

^ A hieh level committee of office representatives, such as 
3* A -rp-^new annrove , and publish Agency selection policy and 

SltSS Sl proride comprehensive end consistent guidance to 

selection • 

^ .. T-t-hd-niv-iAnc? are strategically located to consider user needs 

Z "aSrtSral1”-Si£ asVvelU m -quests for infor»tion 

addressed to them. 

B. FINDINGS: 

T concedes that Conclusion 1 abow is valid in his rebuttai 

1 . The CIA policy. Participation was obtained, in a sense, 

-L Se seSctiL staff rei^iew publications purchase orders for 
by haying f to office collections. The CIA Librarian a^ts 

Saf-Sis itttst, however, an incomplete method of communication. 

mu PTA Tibrarian has addressed a memorandum, dated 28 October ^957 , to 

2. The CIA requesting them to designate subject experts to assist 

Agency 1 ^ and Implementation of a selection policy. It also 

the'final selection of a publication. 


C-O-N-F-I-D-E-N -T-I-A-L 
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TSB.jU-h 


3 - 


a. axe experts iiave no guidance on how to niaJce a selection for e 
Library in. contrs.st to their ovm office collections and branc. 

libraries . 

b. The methods may be successful in obtaining identification 
specialized publications needed for the current missions r"® 
components represented. The initiative for specialized pu i 

should come from the experts rather than await their advice o-fficer 
final selection • The selection aids available to the Selec ■» 
in specialized scientific fields are inadequate. 

The Central Reference Advisory Group (CRAG) can be an 

for obtaining wider participation in the selection process. - 

would be to ; 

a. Provide broad, general guidance on ^licy, criteria, and proced\ires 
It would perform two continuing duties : 


( 1 ) 




( 2 ) 


b. 


Review and updating of policy and criteria. 

that they were wholly satisfactory and responsive ^ - 

represented. Modifications and additions ^ . 

by individual representatives on their own ^ 

time. Review and re -endorsement , on the other , 

imdertaken at prescribed intervals, perhaps annmlly, 
formal function of the group. 

Dissemination to the selection staff of research programiing - 
and nroiect planning papers. Many .Agency components and other 
Lib-^ary users engage in precise intermediate and long-range 
n^LnffutuSe activity. An example of a programming 

if Heiort of the I nteUlggcJ. 

^Liittee. If the reference function is to he dynatmc in 
^il^ing requirements, the selection function «iust , by 
Sm^tSen, be one lap ahead of the reference libraries. The 
needed for the Library to dewiop periodic, 
precise selection requirements for scheduled projects should 
be a direct responsibility of CRAG. 

1 . QiiViiects and titles voluntarily, but the group 

S nffSSL f fegul^ <=t>aw.el fcr all publications indiviauals 

uiay desire . 


4 . 


n T M nc-tfar is the orlginator of the need for speciiic 

'^®,^“^^'^rief£ence librarian is the natui-al point of contact of the 
user^^he 2 strLegically placed for a customer relations role. 
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There need not be required a specific a-ct to enable 
users to participate directly in selection r Good service 
fulfilling reference re^questsj , v?hlch In themselves reflect ebca.. Ci 
needs,, will lead 'to Identification of selection needs. 


b Aldt':>ugh Agency components cnri'ontly* spend about 5 -A'’ puhj-lca vion 

procureroent budget, far too many individual users are not 
that they may request procurement of needed publications, foe 
reference librarian can make this fact more generally known - 


if fi'i ] L‘N - o : 


1. Tne two raethoas of CRAG guidance and refei^ence Librarians' cliscussron 
of nsar neads clnring normal , ' routine contacts are not incompa ^ioj-e ox 

enu i: ua 1 1 *•/ ^ i u i. ve . 


2. It is r 


a. A draft seleonion policy and criteria 'oe submitted to Clt-.G for 
its re'/lew, final approval, and publication. 


^',e romini ttee of Library selection consultants be designated a 
This siSrdiUe tb La extension of CRAG representation. 


ri. Is there a satisfy-" 


-election policy i 


€) A. 


CONCLUSIONS ; 


The selection policy is not satisfactory xn the ssnae thc.t . 


•There are se3.ection standards and practices for which there xs r . 
official endorsement. 


T^ne written statements of policy, criteria, end procedures are 

incomplete . 


The current method of developing selection criteria does not 
urovide for all of the selection interests of the ,.gency. 


a. Limitation of space and cataloging mnpower has restricted selection. 


p . The bra. 


anch library collections a.re inadequate for reference center 


servir.' 


vn.licy is satisfactory in the sen.se that: 

2, The selecxniM r-'xi. 

selection m oriented to Agency end not UC: interest.... 


m,ero l«r. been no ette.pt to Integrete office corlections Into one 

centra l, colledcion. 


v."v-.x-ir...-TAirtv 0.0 '.lection Uas been e^-r'r- 
A strong reference and 


C-O-K F-I -D-E-M -T-l -h-l> 
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FINDINGS; 




The term "satisfactory" is susceptible of many me^ings . Jcniiatelv 
finds that the current policy and criteria are primarily in * ^ 

articulated and incompletely developed. Althou^ it is no ■nractices 

that all details be spelled out in written form, there o/disapproval - 

which are sufficiently important to warrant official appro 

a. Written and de facto standards. 

(l) The broad selection policy, dated 20 ^?^^+Yie^first 

page 11 of the Consultants • Report, is Library 

?o?ml statement of its kind. Prior to ^^trJtLg 

acquired reference works, by gift and , trade. E 

on the works necessary to the reference librari -nr-actices. I 

The policy quoted was probably a 1956. The I 

The next major paper on selection is da ' g Appendix A. I 

2 October 1957 paper is a minor revision f eLentially I 

They are primarily reports on criteria ^ p.-™- The CIA ^ 

a sLaary of practices developed over the ye^s. CIA^ 

librarian's rebuttal paper on J^ateLnt of 

paragr-aph II, B, 2 above also contains a .?^™!Jers 

^liS-* The major premises and principles of those pap 

may be paraphrased as follows : 

>•> ss;s=.r„s;s'!=sr^JiiS‘“"' 

th. su-bjects listsd in the IntelliBence Subject Co de. 

(e) Ihe collection 

and should cover as many areas oi or., i i- 
the Library has knowledge. 

S‘Thre^eCSdSa?r““^ SfSliSte^^SS: 
riSf?caSr;tSe^^^ s! :sSd ss! 

(g) Books, the cont^t^f^wh^h selSS'inleStSn'tftS^ 

geLJai subjects of the Jutelligence Subject Cg^. 

? cations are selected by reviewing bibliographies, 

(h) New pu other selection aidsj by scanning 

rh%Sl?deS= »d g 

conventional lihnan, 

selection technique » 


^ 1VT -Cl T -n-iJ! -“N -T-X -A-L 


i :]1 

jJli 





' 1 


Sanitized Copy Approved for Release 2011/01/04 : CIA-RDP82T00271R0001 00120004-6 






Sanitized Copy Approved for Release 2011/01/04 : CIA-RDP82T00271R0001 00120004-6 


C -i) -E -F -1 -D-E -W -T-I - A-L 


( 2 ) 


Crihere ar e certain principles and pi'actices wHich \t)/cr 

prescribed in officially endorsed policy. ^ Althou^ « / 

approved the criteria contained in Appendix A, there , 

evidence that the standards described below have been re^ 
and approved by higher authority . The de facto s ^an a 
be stated as follows ; 


(a) 


The Selection Officer does not choose materials in 
called exotic languages, that is, Oriental an ° 

Roman alphabet languages except Russian. In 

selects only English language serials for the mam li ¥• 


(b) 



Acquisitions Branch procures all serials obtainable fro m 
the USSR and Maihland China even it there are no ^htnc^ 
requirements therefor. The same is true for tte rest 
the Bloc except that coverage is more selective for E 
Germany and Poland. 


(c) 


Acquisitions Branch provides FDD with the 3 *^° 

select publications in exotic languages to fulfill i 
esqjloitation requirements . 


( 4 ) 


Substantial reliance is placed on cp^red 

libraries nearby for "historical material “ 
by them, but no consideration is giwn to the holdi g 
of other lAC agency libraries except occasionally State 
Department . 





(e) Area priorities are not adhered to rigidly and are sometimes 
ignored . 


(f ) space limitations account for a rigid weeding program. 


fff') Circulation Branch decides how many copies of a publication 
to p’^chase based upon prospective needs of borrowers. 


(h) The branch librarians mal.e their own selection decisions, 

■ ^ limiting the branches to small reference collections. 

TOiS scJn book purchase orders from components they serve 
and also re-order annuals. 


i.- n,+a-p-F -needs more comprehensive and concrete guidance 
The selection ® ..ering the uncertainities involved, the 

from hi^er ear to merit commendation for their perfo:^c:f: 

sslection libr^i^s ” guldanue, a statement of seleotlou 

JUSds^bcSfiSSircLtain eSmshts. mere should he = 


( 1 ) 


A rf‘ttl’5rbS-y°??ole‘^CTT i°t“ 

S^tShship to its users, ahd the quality of the colleotions 
desired. 


( 2 ) 


r 


... - 4 .-e.vA rtf What are "current" publications in contrast to 

"hfslSSr mLeSals ^d what constitutes a "live" collection 

a.s a basis for weeding. 
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(3) -'V statement on how and to what eztent the prox.imJ.tj of - . 

research libraries is a factor in selection. 

(It-) Guidance on how much foreign language material is 

for the roain library. The member of boohs aboni- 2^ 

English and foreign languages is about equal. On y ■ 
of the book circulation is in foreign language. 

( 5 ) Guidance on when to shift subject and ai^'ea emphasis, 8 
areas threatened by Soviet infiltration. 

(6) Specification, on how or to what extent 

and various collection guides axe to be used as seiecu 

aids. 

(7) Formal aaliaeatlon of the 

the Registers with regard selection working 

the Registers. Papers have been drafted at the sexe-ui 

level but not officially adopted as policy- 

(8) Provi.sion for deposit of specified categories of publications as 
part of the Vital Materials program. 

(9) A S“rS“at?L?S°Sir”o 

TaL Sei V is a deficiency of the PPO system. 

(10) A current statement of the Sel^tio^f freer ®^^^^®J^t^achieve 

tarprogrem. and the aistoibntlon of functions 
which are in fact distributed. 

7 -H-on. of selection doctrine tend to be philosophical or vague d: 

. Formulations of ^ intelligence. There are, also, 

the same measure as theori and^functions of CIA in the 

varying These, in turn, condition definitions of 

intelligence Vnere 4ay be said to be three a-pifoach. 

the mission of the , ^2n standards. A considered combination 

twsf provide best for the sln.rt and long-range 

interests of the Agency. 

t * =.t->,r«i The current selection criteria, are intended 

(1) Present * eubiect categories in terms of space and time, 

to dellmt bro^ subaect^ca^ -ourrenf; mteriols 

Sfau?leS categories are refined by sucoessiw definitions 
of the terms used. 

r. aj- mbpre baTO been in recent years annual 

(2) Liberal the ina-’n library of .^20, 000 -$25 ,000. 

selection bud.gets ^ as "much money for salaries of personne 

r^SrrnSS?nSTn1aSc?S., be false economy to 

apply restrictive selection criteria. 
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J'ookaii and periodicals are cheapez’ than people* The cost 
ot a book is less than that of a. »short information report 
even thougli the latter does not represent a direct, expenditure 
by CIA. If one considers publications as simply another 
form of intelligence materials, it seems parsimonious 
not to procure in a liberal manner. Obtain for the 
intelligence analyst as much as he can use. The cost will 
be a -very minor portion of the intelligence collection 
budget. 

(b) Both the U.S. and Great Britain publish only about 23^000 
original editions a ^'■ear. Of that number, only about 
i3;000 could have any possible relevance to intelligence. 
OT.the num]Der published in Engldsh, French, and German, 
,-ralyi'about 25,000 a year could have any possible relevance 
to intelligence. 

(3) Analogy to intelligence requirements. The Library would develop 
publications requirements for scheduled projects just as other 
activities plan the collection of information. The method for 
doing so is described in paz'agraph II, B, 3 above. 

OCR has had no control over the amount of space allotted for Library 
use. Space has been apd remains a limitation on selection. Books 
selected for the main library are Ipso facto cataloged. Not all 
items selected need be cataloged, and not all. of them need be shelved 
on Library stacks . 

(1) There are methods whei^eby space can be used flexibily. i-'a::y 
books could be 'retired to v/arehouse shelving in Records Center 
when relatively inactive. More specialized publications ca.a 
be assigned to appropriate branch libxwies and collections 

of Agency components and retired when inactive. Some I nations 

can be disseminated in accordance with requirements by Acquisitions 
Branch or treated as documents by Document Division. 

(2) There are under consideration methods of rediicing cataloging 
costs, such as using Library of Cong^^ess cards and simplified 
techniques otherwise. t4aterials purchased under a liberal 
concept, for which there is no immediate need., can be withheld 
from Library shelving until the need becomes apparent. 
example of such a need is the current increased OSI interest 
in Soviet education. 

'.rhe branch libraries ai^e useful primarily as a channel for ordering 
books fi'om the main library and as information centers for Library 
faciii^^Li?- Their collections of materials are inadaiquate as 
reference ..enters . Most offices perfer to try to acquire wha.t they 
need for their own office collections- More often than not, they 
i>refer to specialized research libraries in tne area- 
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clisoussed -O"i.ov a:-^ 

■ ^one(.t and desirable. 

i t of M function is as a service to CIA ev-’n though 

to personnel of other lAC agencies. Its 
orlPn(- others is greatest when it is most successful, in 

io i -i-tself p3'ecisely to the needs and interests of CIA. It 

and i + ciai'acter as the CIA Library tliat it becomes identifiable, 

•s l^articular values comprehensible, to the outside user. 

collections maintained by branches or higher components 
parts of the Agency aggregate an important CIA asset, 

.1 V-h^^ •'hem are highly specia.li?.ed» and 1>8 cause they are maintained 
y • e user, self-interest insures a jealous concern with their 
continuing high quality. 

(l) ivotaole among such coi.lectlons are severci^l devoted to soecialized 
areas of science in OSI , the local geogra.phic and directory 
materials in CS/SR/6, and the bio/traph ic directori es in OCR/BR. 
The foreign language ^naterials held in Branch Library, 


althoug}! a x:)aa-t of the CIA Library, are functionally similar 
to this group of spec ial coll ections because of their very 
close relationship to and their responsi^'/eness to the 

requirements of thB.t uiv^ision c Although these collectrions 25; 
differ widely In the extent and intensity of coverage and in 
other respects, they have certa.in characteristics in cocnmon: 

The overall Agency interest in these rriaterials is coRcentrated, 
probably from 80 to 99 cent, In the component main ta ini ng 
the co3.1ection. The amount of rnaterialb on the specialized 
area covered is probably greater than would be warranted, in 
the GIA Library itself. 

(2) These materials, however infrequently, can fulfill informational 
needs of other Agency conn>onexvbs . It appears that the more 
complete knowledge the selection staff has of the natui'e, scope, 
and purpose of these collections, the better assistance it can 
give in suggesting titles for inclusion in the collections. 
Conversely, the more the reference librarians know about these 
collections, the better eQuipx:.ed they x^ill be to refer to such 
collections when other researchers seek information that might 
be found in them. 


Ihese independent collections, based on substantial self 
Interest of the maintaining components should be given some 
form of officia]. auxiliary status within the Agency Library 
framework. This status should ca.rry with it the pri\d.lege of 
receiving assistance from, the selection staff on a continuing 
basis o It should carry the obligation of servicing, assisting, 
or oi:'rMing f:he collections tOj other Agency personnel referred 
to them by the reference librarians on subjects covered by 
each collection, Tne reference librarians' knowledge such 
collections could vary from n om]’’ i -:te cataloguing (the- 6 
collection is now eas.Moyo c •: ne Mbrax-’v) t'? a ■ 

statement of the scope ana c . . ■ v. . aims 
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library, If this system is put in effect, 
redtice d\3plicatic.'n of titles in the rn/ain 
• 1 -ary and in the special collections to en absolute Tninirnunn 

Libr^ur-ian lias written, that 

T h an intelligence library can anticipate 

a. area oi the^v/orld becomes crucial overnight," and, he rniglit 
^ave added, subject matter too- In addition, it is not possible 
a^nticlpate always which particular publications will be of value 
-or Known interests or, indeed, xo procure those so identified- 
/. strong reference and bibliogra,phy collection provides the best 
assurance, i.n so far as it is possible, for broad range of coverage 
and catholicity of needs. 

C . RECOMIffii^TDA'nONS 

1- It is recorrimended that: 

a. fr/eiection standards be drafted tliat will cover at least the elements 
described in paragraph III, B, 1, b above and be in consonance with 
one or more approaches to the development of selection standards 
described in paragraph III, B, 1, c above. (As suggested by the 
Coordinator, the CIA labrarian has been given an extract of those 
elements so that, he my initiate immediately the drafting of a 
selection policy and criteria.) 

b. The ae facto selection xyraOfcioes described In p'aragraph III, B, 1, 
a (2) above be explicitly approved or disapproved,. 

c. Methods be adopted whereby ’ space and cataloging manpower limitations 
will not be severe restrictions on selection. 

d. Br.anch libraries be aboddshecl when the new building is occupied, 
and their materials turned over to specialized collections where 
such exist, 

e. Specialized book collections maintained at OfficCj Divisionj or 
Branch level be cataloged or otherwise described for the library 
system so as to be available to other components thj:*ough Reference 
Bratich . 

->houId the selection function be In Acquisitions Branch or Reference Branch? 


. (::OKCIAJSION : 

", 'Ihe seXec t.,: on function should be In Reference Br^anch, in order to; 


Make the 


-fbrarv^ col'iecti.ons the expi'-ession of the full interests 


o.r the Ag-r'cy. 

b Keep the selection activity physically and organizationally close 
to the reference activity. 


c. Ensure the effecti’ve a.nd. -.vhc r 

3,ppro pjt" ia. t c to the collections * j.. . 
Intelligence document channels. 

C -O -F -I -D -E -R -T -I - A -L 
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':irt i ^ P'^^o curenKr^ni; runcti on* tVi^ro are soinn solf^^'ot-lon 

f^-r * t' ^ ^ ^.y Acquj.sltions Branch which make xx:- c.r-i'ear logical 

'*‘'''^ 1- P‘laced in thai: Branch. Ihev’e arc more ocrsuasive 
‘taounb. however, for r’eta/lning selection in RerercTure Branch. 

c<.* Rib! selection sta.rf f.')f F^eference Br'anch and the personne]. of 

.'U'rquisitions Branch j:>erforrn the folloving iurjctlons respectively » 


( 1 ) 


( 2 ) 


library for Tlie Branch also provides selection assistance 

by translating title pages in langxmges in which the selection 
staff has no competence.. 


'Fne impox'tance of the reference staff’ to selection is tescribed. 
in paragraph II, B, above. It sho'ald be possltvle for the 
individual user to discuss his needs with the seieetion s-.aff as 
a normal part of reference service. In addition, the refereii-. 
librarians constitute an a.d ju.nct. s election staff by screening 
assigned selection aids- ' " — - — ^ 

f 

Trie flow of incoming documents cont.ains some matei’ials which may 
be appropriate for selection. The present, practice is to lay 
aside those ma.terials at the iX5.int of entry for examination hy an 
assigned triember of the selectison staff* It is essential that they 
be screened promptly so as not to cls>Ia,y dissemination- This can 
be done most expeditiously by proximity to the point of entry. 


C . RECCM'iLliDATION ' 


Selection sttxff. It idenidfles , cc'ders, and screens publications 
for the main iibra.ry; lb searches trie catalogs and bibIiog).'aphic 
tools . It as curator of the Vribllographlc collection; serves 
vts Agency representative at. the U.S* Book ExcViange, and renews 
subscrlrjtions to serials for the ^iiain library. It helps w-eed 
the general collection* 

ficquxsitlons Branch. It has four roles ' procurf'merp,, of foreign 
publications for all dejjartmients of the Government; procurement 
of all. i)ub 11 cations for CIA; a reference facility for CIA v/ith 
regai:‘d to publicat ions in 'Vxotic languages"; and a. branch 


M 


25X1 


T-t, is re-:::.r.>;r'!f.-nded. that the selection function remain in Reference Branch 
and that- ti-e linguistic and bibliographic. c-o,r;)a.bilities of Acqui.sitions 
Branch com. ini..., co be utilized by the Selection Officer.. 
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2 October 1957 


MEMDRANDUM for : 
TEffiOUGH ; 

SUBJECT ; 


CIA Librarian 

Chief, Reference Branch 

Selection Policies of the CIA Library. 


The revised report on the criteria and methods used for the selection of 
books for the CIA Library is submitted for your information. 
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30 September 1957 

criteria for the selection of books for mE CIA LIBRARY. 


INTROnuCTTOTi 


to be added to'^thf discuss the policies used for the selection of books 

years since the r?bS^ these policies have evolved over the 

needs of the Affenpv based on a practical approach to the 

in the Washin^nn consideration to the wealth of library resources 

hard and ■n>i acknowledged that these policies cannot be considered 

lexibility must be admitted to allow for changing needs and interests. 

servic'^nD-^c,^^^^ interest of an intelligence agency are so diverse that a library 
niibHf«n+frtr, + ^ 9 -gency could conceivably add almost every new domestic and foreign 

I collection with the expectation that eventually all would prove 

course, is impossible. The Library has limited space 
o_„ ^ money is always a consideration j and important research librarir- 

available in the area. Limitations have had to be imposed. The primary emphasis 
has been on the collection of material on the USSR, the Satellites, China, and 
bhe fields of interest to the Agency. Secondary emphasis has 
been placed on the collection of material on the subjects of intelligence, espionage, 
and scientific warfare. Other subjects will be discussed in the body of the report. 

SOURCES 


New publications are selected for the Library by checking the book notices in 
the standard foreign and domestic bibliographies, library journals, publishers' 
catalogs, and other selection aids. The Selection Officer and the Assistant Selectio:; 
Officer check all English language publications . Foreign language publications are 
checked by the language specialists in the Iniormation Section of the Reference Branc' 

A list of periodicals regularly checked for new publications follows: 

1 . American Documentation 

2 . ASLIB Book -list 

3. ASLIB Information 
ll-. Biblio 

5 . Bibliograf la Hispanica 

6. Bibliograf iya Jugoslav! je 

7. Bibliographie de Belgique 

8. Bibliographie de la France 

9. Boletim Bibliograf! co Brasileiro 

10 . Boletim Bibliograf ico Mexicano 

11 . Bookseller 

12 . College and Research Libi*aries 

13. Dansk Eogfortegnelse 

ik. Deutsche Wationalbibliographie (Series A) 

15. Deutsche Wationalbibliographie (Series B) 

16. Journal of Documentation 

17. Khizhanaya Letopis 

18. Library Association Record 

19. Library of Congress Information Bulletin 
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21. Library Journal^^^^ Quarterly Journal of Current Acquisitions 

22, New Teclinical Books 

24* ^^^saven in Nederland 

2 ^' D, Bibliographie 

26 ! 

^a' Itookseller 

28, Schweizer Buch, Series A 

29" Schweizer Buch, Series B 

30. Special Libraries 

31. Stechert-Hai‘ner Book News 

32. Subscription Books Bulletin 

33- S-vensk Bokforteckning 

34. Technical Book Review Index 

35 . UNESCO Bulletin for Libraries 

36 . Weekly Accessions List, Department of State 

37 . Wilson Library Bulletin 

All Agency book purchase orders which are received in the Search Unit are scanned 
daily by the Selection Section for titles of interest to the Library, Books ordered 
by all offices of the Agency are examined and screened for cataloging in the Acquisitio: 
Branch of the Library by the Selection Officer and the Assistant Selection Officer, 

In addition, analysts and other readers are encouraged to inform the Selection Officer 
of publications which they recommend for the Library collection. 25X1 

I > ^ Many books come' -to the Library constantly on a "no -order" basis. Much of the 

I foreign language material is | 

[ screened every week by the Selection Officer 
who spends a day| for that purpose. Enclosures to documents are examined 

daily by the Assistant Selection Officer for publications which should be cataloged 
for the Library. In addition, much material is received from the Map Library, the 
Branch Libraries, and the Book Desk. All of this is searched and screened in the^j.^. 
Selection Section. 25X1 

II . REF ERENCE AND BIBLIOGRAPHIC COLLECTIONS 25X1 

The Reference Branch endeavors to maintain an up to date collection of reference 
works to provide facilities for bibliographic and information research for the Agency. 
Re'views and announcements of new reference publications are usually found in professiorja 
library Journals and in publishers' trade announcements. The basis for selection of 
new reference books is their pertinance to the interests of CIA, using as a guide 
generally the subjects which appear in the Intelligence Subject Code , The Reference 
Collection provides the following types of publications: 

A. Bibliographies. The Library places emphasis on providing both general and 
special biblio^aphies , national and trade bibliographies, index and abstracting 
services, accession lists, lists of dissertations, etc. Files of these are boxmd 
and kept ^ in the Bibliographic Room. Back issues and missing issues are procured 
when possible through the United S'tates Book Exchange. 
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1 r-?; ;'-Vnr? ’r 

I'ecent editio^7;r^lf^-T^^ Library provides as far as possible the 

yearbooks i ^ ‘^-i-lowing t3,^es of domestic and foreign directories 


^neral place directories 
"lephone directories 

S^cific trade directories 

societies and institutions 
Directories of telegraphic addresses 


both foreiffn "* 4 - • Library provides the standard general encyclopedias 

en d domestic and the specialized encyclopedias of interest to CIA. 


The emnha g ?g The Library provides an extensive collection of dictionaries. 

However mono! T dictionaries from the foreign language to English. 

subiect’flno+?i polyglot aictionaries are also provided. Both general and 

subject dictionaries are procured. 


ii:i 


Reference Works. The Library provides both foreign and domestic 
Who s Who publications of a contemporary nature. 


^ ^Lerial a^ut L ibraries . The Library provides publications relating to 

libraries and to library science. This includes all new publications relating to 
automation in the field of data processing. 


II. 


Ct* Treaty Collections . International and various countries, old and recent. 
GENERAL COLLECTION 


A. The books in the CIA Library are arranged by area and subject and the approach 
to the selection of books to add to the Library is also by area and subject. The 
areas in order of importance are: USSR, Satellite States, Communist China, Middle 
East, Southeast Asia, Western Eiirope and the British Commonwealth, .fUTrica. North 
and South America, the Arctic and Antarctic Regions. ’ 25X1 


Emphasis is placed on all publications relating to the USSR. Books in English 
on all phases of Russia's history, development, economy, science, culture, and 
politics are purchased. Books in the Russian language which are screened ^ 


are considered from the point of view, so far as can be ascertained, of 
the Agency's interests. Recent technical books, collections of scientific papers 
by academicians, books on industrial management, agronomy, communications, 
meteorology, mining, regional travel, Russian history, geography, automobiles, 
tractors, locomotives, construction Industry, weapons, civil defense, nuclear energy, 
laws, guide books, etc. are all retained for the Library. Books not added to the 
Library have included books of a purely theoretical nature (such as an elementary 
textbook of physics or chemistry), books on archeology, art, descriptions of other 
countries, literature of other countries, some but not all agricultural and medical 
books, technological books on subjects not of major interest to the Agency (i.e. 
meat packing), and novels. 




The same consideration is given to the Satellite States and to those publications 
Ireceived from them. 


- 3 - 
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world are purchased with the idea in taind of having 
Hatm’allv morp and all standard backgroxmcl hooks on those areas, 

other areas hn-f ^ considered for the presently disturbed areas than for 
eas, but no country should be entirely neglected. 


foreisn Intel noted here. Since the major interest of CIA is in the field of 

or the ciiT’Y'p ^Sence, the Library has not selected books on the domestic politics 
imnortsTi-i- Qv,? sociological scene in the United States. Many of these books are 
and 1+ nc. J deniand. When requests have multiplied for a book of this nature 
as not feasible to borrow it, the volume has been purchased. 


■nii-rnv’ inception of the Historical Intelligence Collection the Library 

p-TO books on the subject of intelligence, espionage, guerrilla warfare, 

Sion ^d escape, and cryptography. Most of the volumes have now been transferred 
° ® Historical Intelligence Collection and now titles are selected by Mr. Pforzheimer 

The Selection Section notifies Mr. Pforzheimer of such titles which it may find. 


C . Other subjects . 


The general subjects of the Intelligence Subject Code are considered in 
ordering books for the Library. Cie Selection Section tries to purchase books of 
merit with some lasting worth, excluding the trivial and ephemeral. It is not possible 
to list here every topic upon which the Library p\n’chases books. Some points will 
be noted about certain topics. 


1 


In the field of political thou^t books on Marxism and Communism are emphasized. 
Books on international organizations are important and useful. 

Books on the armed forces of foreign countries are purchased. The official 
United States histories of World War II are selected but not the -unit histories. 

The memoirs of the more important general officers are included. 


All books on the phases of scientific warfare particularly foreign books 
are desired. Guided missiles is presently a subject of interest. 


Most scientific books of a hi^ly technical nat\ire are ordered by the offices 
of OSI and by Branch 5. The Librsiry confines itself to certain reference books and 
general scientific works. 


The Library is interested in economics in general, commodities, commerce, 
labor finance, and all phases of economic conditions in all countries. This is 
a major field of interest and is emphasized for all countries. 


In the area of languages, the Library confines itself to providing a good 
supply of dictionaries. There are a few grammars, but most publications of this 
nature are in the Office of Training. 



Fiction is purchased sparingly. There is a collection of spy stories 
vi' h is now added to by Mr. Pforzheimer for the Historical Intelligence Collection. 
An Lcasional novel of intelligence significance is purchased. Recent examples 
^ f^iiide Simon de Beauvoir’s The Ifendsrins for its depiction of the appeal of 

^ French intellectual and Vladimir Dudintsev's Not by Bread Alone 
for^s startling impact upon the Russian reading public. ' 
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ex-Coinmunists , aad^ther important world figures, 

l-«rsons of interest to intelligence. 

the presses every many books of this nature come from 

the best and most reT)•reRe>r,^-Q+• strong hand must be maintained to include only 

fflosn representative of this type of publication. 

generally purchased?^^ ®^t, literature, music, religion, and philosophy are not 
books and auLors'^L^ta^^^^r of CIA are purchased whenever such 

consideration. ^ 1®®®®^ 
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TASK TEAM FEIAME OF REFERENCE 


TTR/4- -Appendix B 


by the^Cn^i^+o^f attempted to address itself to all of the statements made 
concent of selection. It is assumed that what is desired is a sound 

explS ^ "" judicial finding. The following comments will 

Report. ^ ^ ^^3:ame of reference, especially as related to the Consultants^ 


■nni * Report speaks of "book and document selection" and a selection 

n of intelligence material." Those terms have been 

ons rued to ^ refer to books and overt serial publications in their 
c aracteristic of being merely distinctive forms of intelligence materials, 
espatches, information rex)orts, and other intelligence documents have been 
excluded from consideration because they represent a separate, complex problem. 

b. There has been no attempt to investigate thorou^ly the adequacy of OCR 
collections. This would entail an intensive evaluation of .many individual 
titles. One can say, however, that the Library collections, augmented by 
individual office collections and research libraries nearby, are probably 
adequate. The Consultants used a sampling method of comparing the number 
of titles purchased versus the number of titles listed in the Cumulative 
Book Index. 

c. There has no attempt to estimate the budget required for an expanded selection 
policy. The Task Team Six is directly concerned with fiscal policy. This 
Team has discussed with Team Six varioxis aspects of publications bxidgeting 
including the implications of increased selection. Team Six will discuss 
various selection premises and related costs; it has suggested that there 

is enough money available to double the amount of selection for the Library. 

d. The Consultants recommended in paragraph 23 that selection be placed in 
Acquisitions and in paragraph 32 that it be placed in Reference. These have 
been construed as alternative proposals with the intent that the activity 
be integrated with related functions. 
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OFFICE OF CENTRAL REFERENCE 


MiMORANDUM FOR; Assistant Director, Central Reference 


21 February 1958 


SUBJECT; 


Pinal Report on Acquisitions Branch - Operations. 
Tg.sk Team No. 5 


25X1 


1" Membership 


Special Register, OCR 
CIA Library, OCR 
CIA Library, OCR 


25X1 


I Special Register, OCR 

2. Method of Task Team Operation 


25X1 


a. The Task Team studied the Library Consultants' report, the 
Library's rebuttals, and other materials available to the Task Team. 


b. Specific areas of examination vere assigned each member of 
the Team. 


c. Task Team topics were clarified and redefined, as necessary, 
(p. TTR/5-i)-) 


d. Orientation tours were made of all branches of the CIA Library 
and detailed discussions were held with numerous Library and Document 
Division personnel. 


e. Two visits to the State Department Library were made for 
purposes of comparison . . . principally in connection with the ConsiiLtants ' 
charge that work output in the Acquisitions Branch, CIA Library, is 
below standard. 


f . Task Team papers were prepared through individual and group 
effort » 


3, Summary of Recommendations 

a . Imp3.ementation recommended now; 


( 1 ) All "search" activities requisl.te to procurement 
purchase action should be transferred to the .Acouisiticns 
Branch, CIA Library, (p. TTR/5-10) 


SECRET 
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TTR/5-3 

(not requiring recoirimendations) 

employee'is suV-stSd^Jd . “^^rge that work output per 

the Acquisitions Branch jie^eiving activities of 

- iiranch.;, CIA Library^ is invarid. (p. Tra/5-2l) 


25X1 



25X1 

25X1 


Task Team No. 5 


25X1 


Attachment : 

Pinal Report Task Team No. 5 
Appendices A through P 


SECRET 





tion and however, mentions the dlssemina- 

to the AcSriSS "Transfer the_dlsseminatlon function 

i^etion to the' Diss^nation Divj.sion /an^ the distribution 
repori)? ?hls Consultants; 

rather than the P^T^ily to the Document Division 

with theS^otw SS listed, by the Consultants 

mendation flnciQ ^ ^®'^°™®^hations on the Docimient Division. The recom- 
itinctions of dissemination and distribution 

S^nosS renr»!?^ Consultants' 

‘’®’ counterpart funotlona 

rpoo Implication and the anticipated needs of Task 

^am flj (GOT reorganization), the OCR Task Team Coordinator changed 
Topic fk of Task Team to read; 
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TOPIC #1 

Acq,u.lj? :l.t.ions Branch fmetlons overlap 
those of the Reference and Ci rculation 
Branches „ ^ ~~ 


TTR/5-6 



METHOD 

■R - were largely inexplicit in defining which Acquisitions 

ranv- functions overlap those of the Reference and Circulation Branches. 

Team, accordingly , undertook to determine the areas of overlap , 
We found that Acquisitions Bx-’anch functions may he considered to overlap 
those of the Refer isnce and Circulation Branches as follows: (l) logging 
in of periodicals, (2) servicing requests for information, (3) searching 
for hlbliogr’aphic. and purchase data, j h ) circulating hooks and periodicals, 
(5) maintaining book and serial collections, (6) procuring intelligence 
publications, and (7j selecting for the Library collection. Each of these 
overlapping functions is discussed below with the exception of selection, 
which is being covered by Task Team #i-. 

It should be noted that, early in its study of this topic, the Task 
Team found it necessary to distinguish between overlapping functions and 
duplication of efforts. The Task Team fmmci, that functions may and do 
overlap without necessarily involving duplication of effort. 

POINTS OF 01/ERLAP 


1. Logging in of periCKiicals 

The Domestic and Di.ssemdnation Sections, Acquisitions Branch, 
log in all periodicals procured for the Agency throutgb, their respective 
channels. This receipt logging permits Acquisitions Branch to know what 
it has received “ and not received - and also provides simultaneously 
the distribution symbol for the of fice to which each item is to be sent. 
These logs are kept in the Stadi.-am| 

The Informat'.lon Section, Reference Branch , logs in all periodicals 
forwar-ded hy the Acquisitions Eraneh to the "M" Building Library for 
Library retention. This log is maintained so that the Reference and 
Circulation Branches may read.i3;y know what periodicals the "M" Building 


Building 


Library has received. Approx;imateiy 600 subscriptions are currently 
received by the main Library. Many of these are daily, weekly, or bi- 
weekly publications and thus require several thousand log entries each 
month” Approximately .30 Eian-hou;.rs per month are invested in the >«ain- 
tenance of this log by the Information Section. ThJ.3 log is kept in "M" 
Building. 


S.ECRPT 
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findings 


thp* a'hmra^'-r!! ^^‘■^^•rlapp.'i.ag fmction and duplication of effort occur' in 
i^ne aoove procedure „ 

of +^c. "by the Acquisitions Branch, woiild satisfy the needs 

Branches Gmculation Branches if readily a,vailable to these 

Q-r^ v”. long as tne ”M‘* Building Library and the Acquisitions Branch 
^ ouse in separate "buildings ^ however, these duplicate logs are 
deemed an ope.rational necessity,, 

RECOMMENDATIOM 

periodical log currently maintained by the Information. Section, 
Reference Branch, shou2.d be discontinued when all Branches of the Library 
are located in a single bui.lding in close proximity to one another. 

(Once the Library Branches are so collocated, the Central Serials file 
recoinmend.ed below /page TTR/5-8/ would matee the present double “logging 
of serials 'unnecessary. ) 

2. Servicing Requests for Information 

D The Information Section, Reference Branch , 3.s the L3.brary component 
charged with answering questions of all types placed by .Library patrons. 

The Dcmestie, Foreign, and Dissemination Sections, Acquisitions 
Branch, nonetheless, qiiite often service information questions relating to 
their areas of particular responsibility. Bibliographic, receipt and 
distribution, and oceasicnal. research questions are answered by the 
Acquisitions Branch,. These questions may be placed directly by the Library 
patron or they may come to the Acquisitions Branch through the Reference 
or Circulation Branches. There are several hundred such questions an.swered 
each month by the Acquisitions Branch. 

^v. 

The Domestic Section and the Acquisitions 

Branch, possess a good many bibliogr'aphic tools. These tools are necessax'y 
to the Acquisitions Branch in that they must ascertain tha,t the bibliographic 
data on purchase orders, operations memoranda, etc., are complete snd 
correct. These .Acquisitions Branch components therefore have the capacity 
to answer many bibliogr'>aphic questions. Patrons who have; been dealing 'with 
these components on acquisition matters sometimes place reqviestis for biblio- 
graphic information d.irsc-tl.y with them, even though such data could often 
be obtained through the Information Section, Reference Branch. 

Sj.ml.larly, the re.'Ce.lpt and distr'ibutio.i records maintained by the 
Domestic and Disae;jn.nat.ion Sect.i.ons enable the Acq'ui-sit'i.ons Bx'anch to answer 
questions on Agency receipts and distribution ... mcsfc of vrhici.b ccold not 
be. answered elsewrhere. 


SECRET 
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o:c.llg:rt;io: a of foreiga periodicals and. books 
fV -j" by the element's together with 

t;oclrf ana, ,:ang-;.Tage. potential .{3 result in a reference 
^apa ul.irj. 3 , yjhl -ch suppl.aca^igj.a that of the Information Section, Reference 

■"2 ‘^■*^^'"^'^'1 ^elements can and do answ er seme substantive or 

research-t ype r- 9 q;ueet 3 tbro-ugb, ,sear',cbies of materials 

I Such .r3q',i.e=.ts ar'e usually placed directly by Library patrons. 

Internal cooz*d:.na‘tion between the Reference and Acquisitions Branches to 
avoid possn.ble duplication d;C' effort Is normial in these eases j, hoiirevero 


FiroraGs 


Most of the request’s fo'r infermation answered by the Acquisitions 
Branch concern areas of Acqui.sitions Branch special competence « 

Altho^ogh it 13 true that,, a good inomber of these requests could he 
handled by the Reference Branchy it :Is very rare that both the 
Acquisitions Pran.ch and the Reference Branch undertake to answer 
identical aspects of any given request .> ‘There is^ therefore^ duplication 
of fimction here but no significant duplication of effort o 


REG0Miy[EKrDATI0NS 


So long as the components of the CliA Library are housed in separate 
buildings, we feel that efforts to consolidate the Library’s servicing 
of requests for infr:<rmatlon must remain partial at hesto At the time 
that all Branches of the Library ai^'e located together, however^ we 
recommend thats 


ao The responsibility for .answering all reference and 
bibliographic questions be placed mth the Reference Bra.ncho 
^Questions on the receipt and distribution of serials should 


be handled as indicated in recommendation b below, ) 


language ecffipetence of the Reference Br'.anch staff sho-tL'-d be 
extended to include Oriental lang-.mges . 


b. A Central, Serials un,lt be establishedj, under the 
1 \u?'i°d'’’"'tion. of the Acq.uisit,lc.ns Rraneh^, to mintain central 
•record!' cf serial i-eseipt.3 and dis-trlbution . Ibis Central 
Serials e'ffort, should aJj-K in-clude "standard distribution items" - 
•»-t'aris'~i spued by Feberal Ag.encies on a recurring basis and foi- 
which d,ist:ribution is already fixed. All questions concerning 
Agency serl,al :recei.pt,s and distribution actions should be answered 
by this Cen1:ral Seria.1,.6 unl't. 


f-;r :.6,i.b.'.ll.ographlc and Itr-chase Data 


■Dur,t>ce‘'=“p of this -oa-f,.er. the search ifunction is considered to 
. of searchi,m‘ (l) seaarehing for bibliographic identifi- 

coiripr.).se u-r.---- " 3 \'-aliabilit.y",- and (3) searching fesr purchase 

cations, ^ o -which l.taa is -to be purchased, mail 

Stoessr and 'item price). 
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with the primary Lihrary component charged 

This Branch is engaged purchase and loan reqaests. 
above. "Availah^ 1 1 e v/'* J-i- '^■hree of the types of seajrching indicated 

Acquisitions Br^ch/hoSJS^"'^"® overlap with activities of the 

Acquisitions''BT”,2Jh support of the Domestic Section, 

covers bo+h +>>I^ vt •■ '’earehing performed by the Circu?.ation Branch 
saapching Md lnfor»atlc.n of 

Branf^b s^PPort of the Foreign. Section, however, the Circulation 

^'•;'-smpt complete searching of ei ther bibllogr'a phic or 
purchase data. This cj.rctxnastance results from a ~ ^ 

searching thr'ough ’ 

DiDliogx'aphic tools and langttage competence « 


nref erence 


of its special 


The Ac (puls it ions Branch is engaged in ‘bibllogr'aphic and purchase 
data searching as follow :: 


Domsstie Section 

Approximately half of the purehaas req:aei:^ts serviced by the 
Domestic Sectacn are handled via the cash'^procuxement. niecbanisniu 
Wo additional searching is required on these items. 

The other half ot the purchase requs-sts received, by the 
Domestic Section., hovever;, are handled by means of standard 
purchase order for’ms and memcranda. The .Domestj.ic Section reviews 
all such purchase requests for acc^uracy and completeness of 
data and finds it necessary to re-sea^e::.. an estimated 10 to 155 ^ 
of these orders « Changes effected normally .lie in the a:rea of 
purchase datajp as defined, above. Because 1 t:s bibliographic tools 
and. the exp^-rience of its staff are oriented t.ow''ar'd5 purchasing., 
it ir^ entT.rely noimal that this Sectj.cn should be best eqviipped 
to i’6cogni‘ze and correct deficiencies In. pureb.ase request data 
as received by the Section » 

Pore ign Section 


Because of ite special tools and foreign .language competence^ 
much of the searching; requisite to the purchase cf fcrelgii iiiaterials 
is -performed, by the Foreign Section., .. , .. partic!:(Iar.ly for Russian, 
Chinese, Japianese. and .Arabic items o This Section reviews the 
identification data on all items processed and. dees engage in 
considera:b.le ln.:.t.lal. and/or supplementary searching;.. It is estimated 
tha,t least half cf 't.he pur'chase req.uests received by this Section 
require addition ard/or correction of d.ata by Fo^^elgn Section 
personne.lu 


25X1 
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findings 

thp function and duplication of effort exist in 

nf ■h'ho.''e" ;^^^'ungemerit of this search actiTityn Although a good deal 
that ®^c.nxng done by the Acquisitions Branch is supplementary to 

y fue Circulation Branchj, there is nonetheless considerable 
„ ^’^Flicati.on of effort here» The Acquisitions Branch is 

nnfl~yn 'S fur the accuracy and completeness of its piurc!aase orders 
.. S' mistake is made^ the correcfci,ve action falls upon 

— e acquisitions staff . It is to be expected that their knowledge of 
cwrent purchase channels and prices he superior to that of the 
rculation. Branch or any other element not actively engaged in the 
purchase function. 

RECOMMEINDATIONS 

a. Sers.cus consideration should be given to the transfer to the 
Acquisitions Branch of all searching activities requisite t'O purchase 
action by that Branch. The Task Team feels such a transfer woul.d 
eliminate the duplication of search effort Inherent to the present 
arrangement. The Task Te:am further feels that such transfer might 
be effected prloi' to the anticipated collocation of all. components 
of the Library. 


b. The task of disseminating pttrchase requests to the various parts 
of the Acquisitions Branch as well as to other components of the Agency 
(OO/C, OL, etc.) may, it would seem, satisfactorily be left with the 
Circulation Branch. However, purchase request routing instructions 
should be cheeked for correctness and currencjf' and then typewritten 
(they are now in semi. -legible longhand) so that- these instructions can 
he more readily used by Circulation Branch personnel, engaged in this 
dissemination activity, (if, in practice, it shoiiLd prove that the 
Circulation Branch cani3.ot properly disseminate these purchase requests 
without becoming involved in the search process, this dissemination 
function should be transferred, to the Acquisitions Branch.) 


25X1 


k . Maintaining Book and Serial Coll.ectlons 

The Circulation Branch is the primary component of the Library charged ocv-t 
with the maintenance of book and serial (periodical and newspaper) co,l.lections . 


The Acquisitions Branch, however, does maintain 
the Lihr a]rv''g collections of both Oriental books and foreign serials, 
addition. 


In 


aririiT.inn.i I®' co.llection of foreign books received in response 

t ) guide^fc 3 q)e requirements ;.no pre-determined distribution) and which have not 
been selected by the Li.brary l ^ | for inclusion in their respective coUec- 

f-ns'* "f’The latter e o.llectu.on is termed the '’.Reject Book Ccllection'’ by the 
fl^milktaV^ns Bra.neh.) -Also, the Domestic Section, Acquisitions Branch, main- 
tains a small "stock" co.Li.ecti.on of English i.anguage bocks for order-filling 

purposes « 
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Coll^^^t-Lor. n.t'V E’jEibers 23;, 000 to 25;, 000 CM,nese, 
f.' uv ., 1 . '"ft '•■■-&?-.« vr.l’iJties. T&is cr.*. 12 .ec'i;ioK iGC-.orpor'ate .3 the 

few 

therefore 
However j 
This card 


(¥IiC) Oriental eolilectlonj, ccmprisii 
I ' r, IfbBHe WDC Or'lent&l. ‘'books vith verj fi 

^ beec, v:;arya.l.oged, 'by -the CIA Library and ax-e theref( 

■■’ -■ ■‘..y-.y.le^Tv^-:., I'n -nba Llbr^a: ' :-i loaln ia:tialog in ",M" ‘Bi.j'llai.ngo Hcjvever. 


o:a?:-a. file c.nrx'ol. V 

.Lh: a?.'':r'dii:-.g;ed. by s'ab.leot*. yT.i'ub.in area, and by axatb/iix 


Qjoes erLtrt 




— •^. ■ tM.t=i WDC 0 ;ol,leet:io>n sdbseq;ue 2 xi its tran.^fer to 

nbe GIA Libra:irr In 1953 M-ive caxai^u^gea 'by the Library an.d in two wayss 

(1) the great ma;io;:r;vty ate: gl.Ten the (Epbeoieral.^ Bai«phl.ets^ 

ganda) traats'j.en.t^ l«eo_y author ^aad 
publloaticn tet no s'ldgect e'Ontro'i. 


by a.uthc 


and l:lm:ited. :e?j,b,^ 
are maintained in bobh ‘‘M“ Building 
Branch number /S Nitmbef7 ca.T:a.;io:g is m,a:lnta:i.net 

entire Orient-al Bc^ok OoTlecti^^no ) Ih* Oriental BO’O] 




o;on:t:rcl. ’wl.fhl.n ar’ea of 

the .0 7f.(£C:7vXn..L.Qg, v'^olnmes ar'^e c>aj‘!:»'3k.Loged 

Da'p.l.ica~te cata.l.o gs :fOwr these books 
(An Aequi.si oions 
^on the 


.ned 
-)1k. 


■-.‘i.,Iee.t-i<:xn and. dutli.'- 
|r/r:ivxia:cil:y ■beoai5.;=e of the 

I s'taf:r and, the proxirri[.ty 
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cate card ■cs.tai.’og are v.'use.i in, 

Oriental. i.ang?;.a.ge car’ab:il:L-tiles of the | 
of FDD'^ the ];xinclpal ‘ase:rs of ‘Ohese 

'Eie F.'.relgc Ser:Lal. 0ol,.le.:'.+>i':.)n, c;o.irsrs apprMxiTBatelj/- .3,000 serial 
titles » Airn flTt ha.lf of these 'are 0.fi,eri.fcal l3,-og;ja.ge raateria-ls. Mos'fc of 
bhe. r6ina,ini.ng 't'i.~.i.es c''!?.'3.g'lB.'3te its. Tib.e USSK or European. Satelll.te areas o 
A+. pr-eser-t. al.'J. tt!J.ssi.ar. kad. Cvlental aerials received are pe;™anei 3 .tly 
iaalnt.ained'iD. this c.r..i;iect.:i.on? Earop ^ Satellite se rials are selectively 
- - - - — - ^ - ■' — i‘ I I fox the same basivc 


This coUje-ollon Is kept 


maintained 

r-eausons 'the. 0:ri.e:ata.l 'b^'’.^cks a.r'e housed 'bhereo 


ll»e Reject Book 0cl.,‘leo:'tion .number.? 10 <,000 %o .12,«000 vc-l.umes aoo 
■the grea-t- toaj ••O.-ty'Tlf .Russian „ 'Ih.eiBe oooke' are not :-.ata:i,ogedo 
A fn.i of ld.eD.t'i,f:'Ics*'-l.v'n ca.i"’O.S 5 . .ar:r.'aag.ed ty t'.it.l.e, ifc iiia.i.r’ . ■■s’,.i.'n.ed, 

boweveri The monthly Russ ian Book List covers .most of the .Hug.alan hooks 
nil +bi:- ' rtooks" requested fr-:®. ■tbi.s eolleetion as a resul;fe of 

^”nsmer"'use''c.f thte .Russi'at. B>ok .last are no.CTall;y cataloged, by the Catalog 
pr-i/ir -to .ie.i.:i'?erj 'the recuester’o 

•"hp &-/£Bes'-t'.;':c Section C .ol.la&tion co.ntaina ame 1,70C ‘b.ooks, most 
f. i .--.ate” or eictr-a c':..p:Les o;f e..a.fea..l.ciged itejus „ ’The coj.,lecT;s,on 

of .p,,, Agency offices, "hard-to-gef' items, aaid 

is .compc's-o Ittsms o.n whi.ch req;de.e.ts are a,n't:ioi‘ 

extra pur."r:has-e o.‘a-.ie:r a.i ...ufo-. _ . 


T-hi.e ■colleiBti.-'.n ie Ur’e' 


patedn 

r n ar' exsaadable •.)as,2,i" 

cn a„. .t ^ ^ ^ ^ , P mamee: 


p;rl:ncija.l.;2;y, 'to fi.1.1. req.u8St.s. f. 


hooks 


ha.if o:f 'the ■i)’';ri,'ames o.:£' 'this col.lec'tic.,n are 


'.S7;.er3... 


FTJSTDIWTiS 
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25X1 

25X1 

25X1 

25X1 


25X1 


a.. 


Vt/r"' ual I'"" 


'?'.:i.'t'";'.es he.'!.:! i.r the f.l?i en.t.a;i. B*..:.k Co-llectlon, 
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Bout Collection, and. the Foreign Serial Co.llection (c.f. 
eollectir>Rs below) is duplicated in the "M” Building 


ii -tt 20 R'ussian serials a.re held 


^ I W-J-aing. '‘M'‘ Bu.3.1d,ing has found these particular Russian 

ria s or such value as to require copies close at hand. 25 

j T 'r ‘ Fo^sign language bibliogr-aphic niaterials ~ in large part 
uplicabive ~ are kept at both buildings « These materials are necessary 
to the functions perfomed in both buildings. 

id. There is, of course, duplication of function In the case of 
each of the above findings but no serious duplication of collections . 

e. Duplicate ca talogs on Orien tal books received since .1953 are ocyi 

kept at both "M" andi 

f» The Oriental Book Collection, Foreign Serial 

Collection, and Reject Book Collection appear excessive in size for their 25X1 
value and the use made of them. The Domestic Section Collection serves 
its intended purpose but it, also, can be reduced in size. 


RECOMMENDATIONS 


a. When the CIA Library becomes centrally housed, the Oriental 
Book Collection and the Foreign Serial Collection, as then constituted, 
should be incorporated into the main Library holdings. This merger 
will, of co'uTse, eliminate the question of overlap in these collcctioixS 
and will obvia te the need for the duplicate card catalog on Oriental 
Books now kept | 

h.. The recommendations which follow are essentially gratuit.)us in 
that -they do not fall within the scope of the present topi-c. They are 
recorded here, however, as of possible interest to OCR raanagauent . 

(l) The Oriental Book Collection should be reduced in size. A 
very'' substantial reduction of this collection co-aid be accoraplishe-.; 
without serious impairment of services through disposing o.f the 
r. ifl noo .Tananese books received from the Washingtoix Document Ce,.n;er. 
Jhese Japanefe books are very rarely used. 

(21 A redaction in size of the Foreign Serial Collection may 
eventually be fr.roed by considerations of space, jaaupower, and pro- 
curement costs. The Task Team accordingly feels some selectivity 

R-s-ian and Oriental serials {all such receipts are now maintained 
?n this collectionimight prove advantageous. It is reconmiended 
+h%t •'sei'"’ of this collection be asked to suggest to the Library 

cur tai.ment. Consid.erat,i.on should also be given to gi^eater 
Spendence upon the seria.l holdi,ngs of the Library of Congress. 
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Resell w oIA holdings of Russian and European Satellite serials are 
^ duplicated at the Library of Congress. Retirement after a 
ixe period of time of CIA serials now maintained in depth might 
also prove feasible. 

(3) It is recommended that competent personnel be sent from 
consumer Offices to screen materials in the Reject Book Collection 
in ^accordance with their respective needs. Materials selected by 
this screen should be given the reqiaester on an expendable basis. 

The remainder of the Reject Collection should be sent to the 
Library of Congress for disposition « This screening by other 
Offices should be repeated periodically as the collection rebuilds 
in volume. Disposal of new receipts via the Library of Congress 
should be delayed long enough to cover most requests from consumer 
use of the Russian Book List , 

(k) The Domestic Section Collection should be reduced in size 
by transferring all items carrying call numbers either to the main 
Library collection when space becomes available or to the Library 
of Congress^ as appropriate o (The Domestic Section Collection 
would then be composed of ’’sterile”, hard-to-get, and high interest 
extra purchase items . ) 

5, Circulating Books and Periodicals 

iD The Book and Periodical Unit, Circulation Branch , is responsible 

for circulating Libraiy books and periodicals and maintaining charge records 
on items loaned. 

The book and periodical collections held by the Acquisitions Branch , 
however, do involve the Acquisitions Branch in circulation and charging 
activities as follows : 


Tf the book requested has not been cataloged,] 

^ to the Catalog Section, Acquisitions Branch for 

forwards the uncataloged Oriental books are sent directly 
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T ° ^ notation on a 3x5 card, however, showing where the 

th^hoS ?f 1 After cataloging, 

thp> ■nn-(-v.,^v, Circulation Branch where it is charged out to 

P hrough normal Circulation Branch procedures. 

r)r>mA<!+’ hooks serviced by the small collection held in the 

anfl ection. Acquisitions Branch, are normally requests for retention 

J.-L, ^ ™®-'terials are sent directly to the patron on an expendable basis, 
ose cases, however, when Domestic Section materials are circulated 
on an accountable basis, the items are sent to the Circulation Branch 
for charging and delivery to the patron. 

FINDINGS 




i; *'{ ,'J'h 




It is true that the Acquisitions Branch is engaged in the circulation 
function; duplication of effort, however, is not an important issue here. 
The only facet of this functional overlap which mi^t be construed as 
duplication o f effort is the 3x5 card ^file circulation nbta’Iiidns-iiiade by 
on books circulated from the: collections . 

REC0MMEM)ATI0N 

When the Library elements have been collocated in one building, the 
circulation and charging of all books and periodicals should be handled 

by the Circulation Branch. (The 3x5 card, file now maintained 

I ^ will be unnecessary when this move talces place.) 

6. Procuring Intelligence Publications 

At present the following OCR components are engaged, as indicated, 
in the function of procuring intelligence publications : 

a. Circulation Branch, CIA Library, is responsible for the procure- 
ment of documents on an~^ hoc basis from the State Departme nt and 
the Air Force. It is also responsible for procuring certain f ~ 

documentsi 

■h. Acquisitions Branch, CIA Library, is responsible for the pro- 
cur ement‘'ofDefense''Department manuals, handbooks, technical publica- 
tions, etc., available through the Defense Department and/or the 
Goverment Printing Office. 

^ Document Division is responsible for effecting changes in 
requirements for documentary series and servicing requests for CIA 

material I ■ ^ 

.q T.-ifllson Division is responsible for procurement of publications 
from the" Army, Navy, ana non-IAC agencies . 
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of the that the functional overlap between these Branches 

eventual . 'Compass of this Task Team's responsibility) must 

Librarv orm-i- Office-wide context rather than a mere 

be o-!irai^ -t-u^ ” Considerable study has already been - and continues to 
Siven this problem by the top management of OCR. 

findiugs 

In that both the Acquisitions and the Circulation Branches are 
engaged in procuring publications from the Department of Defense an 
overlap in function clearly exists. However, there is little, if any, 
uplication of effort here in that the types of Defense Department 
issuances to he procured by each are clearly delineated. 

RECOMMENDATIONS 






The Task Team, inescapably, thought about ttiis problem to some 
degree outside the limits of its responsibility - i.e., within an OCR- 
wide context. The following recommendations result from a no more 
than general examination of this problem but are given here for what- 
ever value they may have: 

a. The number of components engaged in the procurement function 
should be kept to the minimum. 

b. The Document Division should handle both the initial procure- 
ment of government serials and changes in the numbers of copies 
ordered. 

c. All procurement involving the expenditure of funds should 
be carried out by the Acquisitions Branch, CIA Library. 

d. All procurement not Involving the expenditure of fxmds 
should be centered in one OCR component... except as noted in Ip ) 
above . 

e. As a transitional measure, the following is recommended: 

(1) that the Inter-Agency Unit, Circulation Branch, be 
transferred (personnel and function) to the Liaison Division 
to serve as the nucleus of a central procturement unitj 

(2) that procurement functions now carried out by the 
Liaison Officers be transferred, as feasible, to this central 
unit; 

(3) that this unit, at the time all non-expenditxrre OCR 
•orocweraent has been consolidated in this unit, be finally 
assigned as most appropriate within the OCR structure as it 
exists at that time - preferably to that component charged 
with the over -all acquisitions function. 
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■ S'h’ . g . ^work oat-p u t for ordering and recP'Ti^'i'np- 
Activities in the Domestic. Pnrelppi^ and 
^issemination Sections, Acquisitions Branch , 
IS telow standard . 


TTR/5-16 


SOURCES OF DIFORMATIOIM 
Consultants ' sources : 


A letter dated 10 May 1957 
Litrary Divi sion. Department of State[ 
^ Appendix A) . 


Ass't Chief, 


3- A paper titled "Work Load Categories of Publications Procurement 
for CIA", dated 7 May 1957| 

(Appendix c). 

Additional sources; (Utilized hy the Task Team) 

1. Acq.uisitions Branch Monthly Reports for Fiscal Year 1956. 

2. Data on foreign and special procurement from 
Chief, Acquisitions Branch, CIA Library (Appendix D). 


Data on domestic procurement from[ 
Domestic Section, CIA Library. 


IChief, 


"Title" and "it em" classification f or the tally listed in 


Appendix A from^ 
Library Division. 


Department of State, 


definition of terms 

"Item received" - one physical unit of material receivedi i.e., one copy 
of a book, periodical, newspaper, etc., received. (Ngc.^viPg xrorkload is 
measured in items received . ) 

"rr-ifle ordered" - one bibliographic unit ordered; i.e., one complete 
vi.ini^anhic identification recorded and dispatched for purchase action. 

is n.easured in titles ordered.) 

"qnhscription placed" ~ an agreement to purchase one copy of each issue 
buDscrxp I ^ specified period of time. ( Subscriptions placed do 

of one perioo .1 „-aerinF or receiving workload. They are more properly 

not measure eitner ox — 

r^easure of monetary commitmenU) 
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imrodtjcti:qi\[ 


tVi A ^ Consultants stated that;; ’*The output of work per staff member in 
■f ^ Branch is lower by at least one-third than that normally 

^ ^research libraries^ including comparable acquisition jobs such as 
Library.. (Consultants’ report-, page 44^ Finding #2)o 
vAlthough the State Department Library was stressed^, the Consultants also 
used the Yale University Library for comparative purposes.) 

The Task Team studied the Consultants ’ method of computing work output 
and the workload figures usedo We accepted the Consultants’ basic method- 
ologyp in so far as it (l) undertook to measure work output in terms of 
volume of material processed and (2) sought to compare the procurement 
activities of other libraries ^ procuring almost exclusively for themselves ^ 
with that portion of the CIA procurement effort conducted on behalf of CIA 
recipients only. We did find^ however considerable distortion in both the 
Consultants’ workload figures and the manner in which these figures were 
used. 

Our comparative analysis of workload figures has been limited to the 
CIA and State Department libraries for the following reasons : 

lo the Cons'oltants stressed the comparison with State 

^ 2. the work output per staff employee was higher for State than 

' ^ as computed by the Consultants; 

3. the procurem ent functions of State are more akin to those of 
CIA than is the case 

In compiling CIA Library workload figures, we have, where possible, ust-c* 
Library^ s official monthly reports as o'or data sourceo For items n-jt^ 
covered in these reports, ve have procured figures from the Chief, Acq;aisx^ 
°?,®r-Rranch and/or the Chief, Domestic Section, Acquisitions Branch, as 
^.rScad figured for ths DegAment of State Library ^ 

sup,lie4 ^ J In so doing, these officers provided the TasK 

1 ^^vTT^^rf^anSysis and explanation of the workload figiires 

SlSfto tS Consulterts on, the procure^nt activities of the State 
Department Library (Appendix A). 

^r.y.+ hi examines the Consultants' method and workload figures, 
This report (IJ member for the CIA and State Department 

(2) ^ Lg Consultants' method with corrected workload figures, 

aS^sfcomputes work^tput wScfSs shes 
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THE CONSULTANTS » MT ^DHOD AMD WORKLOAD FIGURES 

The method empI,oyed hy the Consultants in arriving at their findings 

generally, to compare th e procurement compone nts of CIA's Library 
with those of the State Department libraries and to 

o so in terras of work units accompiished/per person/per year. More speci- 
fically, the Consultants' method was: 

1. to define roughly similar procurement activities at each 
library; 


25X1 


2. to compute work units accomplished by these activities; 

3- to estimate manpower consumed in performing these units; 
and finally, 


to compute an annual work -unit figure per employee for each 
library and to use these resulting figures as the relative measure 
of work output. 


The Consultants recognized that the acquisitions elements at 

State are servicing the needs of their respective agencies only, whereas 
CIA's Acquisitions Branch services a large number of government agencies in 
addition to CIA. The Consultants sought to compensate for this difference 
tiy limiting the CIA work processed and manpower input figures to that 
portion of the Acquisitions Branch effort concerned with procurement for 
CIA recipients . 

The Consultants procured statements from each library of their FY 1956 
work processed and manpower figures. (The sources ^of these figures are 
attached to this report as Appendices A, B, and C.) 


The Consultants then divided, for each library , the total number of 
items processed by the number of people involved. By this method, they 
arrived at the following figures; 

State 4764 units/per person/per year (15 persons) 

I (4l89 units/per person/per year (lo persons) 

CIA ^26l4 units/per person/per year v.26 persons) 

a fences of mission, operating procedures, and types and 
The handled in the libraries compared make it impracticable 

volumes of materia of work output on any basis other than that 

to the volie of mterial processed It is 

chosen by the bonsu Consultants have arrived at an erroneous conclusion 
felt, omissions and errors in interpretation of the basic 

data'^used in their computations. 


9 
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for by the Consultaxits occ'^rred becaase the data 

fiffirrec; ( like i in.lts . Both the Stace and C!IA 
f-fxyiTv^oo ‘ A and. Cj supplied to the Cons’altanti.s contain vorl^doad 

unitft'I ’units of ''^items’^* (receipt units ),v of "titles (order 

dlff^T-A . suhseriptions" (monetary 'onits^ most properly) o These very 

o ci+'" " V . ^uiits cannot he intermixed and added, to one another on 
raign^ arithmetic hasi.s^ as did the Coi^sultants 3, vithout invalidating 
4-7^ €i;Hample^ a library might order Life magazine at five different 

mes during the ccvrrse of a fiscal year with an average of 3 copies 
requested, in each order ^ In terms of milts., this would represent 5 
ordered^ 15 gubfcTriptions placed^, and 7 ^0 items received « An intermixing 
of such differing 'onits in arithmetic computations clearly invalidates the 
resulting totals.. 


To arrive at total work units, the Consultants si.mply added the figures 
on State and GIA (Appendices A a.nd C;, respective.ly) without regard to the 
basic differences in the types of lonits gi.ven.. The fo.llowing indicates 
something of the distoruicn caused by this action 0 


Most of the State Department work units (Appendix A) are e.*xpressed. 
in '‘’items received" imits. The figure on pCTiocllca l.s however^ 

is a "subscripti.cn*^ figure., which measures neither or dering nor 
receiving wor'kloado Task Team consultations wi.th State Depar’tment 
personnel reveal that the ordering worklcad. here was 2,515 "iraits 
(includes newspapers) and the receiving workload figure was 216^138 « 
in that the Consultants did not distinguish between typ-es of 'units 
we do not know which of these two workload fi.gures they might have 
preferred n The fact rema.lns, however, that the figure they did use 
(subscriptions) does not measttre workload for either* the orderin g or 
rece^/ing functions.. 


In addition to the distortion res'olting from failinr’e to distinguish 
between the various tr^es of figures which both CIA and State f^^nished to 
the Consultants, there'“ i.s ' the f further problem that the GIA figur^es were 
incomplete in terms of the use made of them,. Although newspapers, for 
example ar^ refi.ected in the Sta.te figures, they were not included in the 
CIA tabulation.. Yet, CIA both orders and receives a .huge vol-'orne of news*- 


papers . 

PEC OMHJTATION OP' WORK ffiyi’PCT ( C onsultants 


Method) 


The Consultants ' method of computing work o^J.tput per staff ^member was 
. n- o-h-.-ro niJvide manpower into a single worklcad figare, 

.c^«lsltlon= f.m=HS5- 

purporte^y _ y ^ Hiethod woula seeKB to te bne hxetcs 

single .^eas^are of the total tate or '•'paylcad-' r 

received tiguxe, _ i. - 

from the acq.uisit.ions e.il'..it. 


resulting 
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, items received^’ fig'jires for acquisitions components of the State 

Q*n CIA lihraries for FY 195^ ares (see Appendix E for hreakdo'wn) 

State 257\j279 items received 
CIA 922^148 items received 

These figures^ when divided by the manpower totals used by the Consul- 
tants for both libraries (States 15 persons j CIA: 26 persons) give work 
output figuj'es as follows: 

State 17^152 units/per person/per year 
CIA 38^159 units/per person/per year 

On the basis of this single -figure computation^ then, the work output per 
person in the Acquisitions Branch is more than double that of State* 

COMPUTATIOU OF WORK OUTPUT (Task Team Method) 

The Task Team has reworked this work output problem, remaining to 
the extent possible within the Consultants® basic frame of reference. 

However, to avoid the pitfall of adding together dissimilar types 
of work units, we have distinguished between the orderin g function and 
the receiving function in our computations » a distinction the Consultants 
did not make" This distinction, of course, gives us two sets of workload 
'--^figures and comparative measurements for each of these two functions. 

Pi^es used, recorded in detail in Appendix E, were compiled as indicated 

on page TTR/5“17 above o 

After consultation with State Department personnel, we have reduced the 
StatfSpoSS figure to 13 (a reduction of 2 from the Consult^ts- fig^e). 

the eeme manpo,er figure for CIA which the Ooneultant. used, 
rlflSSg it only to distinguish between ordering end reoeivi^ personnel. 

Comparative work output figures, computed as above, are; 

Ordering activity 

state 1,966 units/per person/per year 
CIA 3,264 units/per person/per year 

Receiving activity 

State 36,754 units/per person/per year 
CIA 68,424 units/per person/per year 

. +>!«+ in the ordering function, CIA personnel are 

These figures indicate t ^ staff meirfber/per year than their State 

processing 66^0 more work / function, m more work units are 

SS'^S-s;d“» Ucyeri^than In State. 
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!• The Cons^lltants ' basis for their charge that work output per 
employee is sub-standard in the ordering and receiving activities of the 
Acquisitions Branchy CIA Library, is invalid. 



2 . The figures computed by the Task Team may be interpreted to mean: 

(a) that CIA Acquisitions Branch employees are actually more 
efficient in the performance of their duties than their State 
Department counterparts; 

(b) that a bias, attributable to mass handling of material by 
CIA, results in speedier processing of material: 

(c) that, since these figures represent per person averages 
based on numerical totals for material actually processed, it is 
possible that CIA employees simply had more work to do, and that 
under a relatively comparable workload, State employees could 
perform equally well; 

(d) that a combination, of undetermined proportions, of the 
three foregoing possibilities explains the differences in the CIA 
and State output per person figures. 
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The Domestic Section should “be moved 


25X1 


I 


The principal objective in the minds of the Consul tants in recommending 


25X1 


that the Domestic Section be moved from the Stadiura to[ 

acquiring of space in the Stadium into which the Reference and Circulation 


Branches of the Library xaight be moved. This move of the Reference and 
Circulation Branches was a part of the Consultants* plan to establish a 
central OCR information or customer service point. If it should be decided 
to establish such a central contact point in the Stadiiun (this concept is 
nc\-7 being studied by Task Team ifll); it may, of course, become necessary 
that the Domestic Section be relocated. 


Aside from the possible dictates of OCR r eorganizations , how ever , there 


25X1 


The principal 


is little reason to move the Domestic Sectionj ^ 

gain in such a move would result from having all procurement components of 
the Acquisitions Branch located together. There would probably be, certain 


management advantages in such a consolidated housing. 


However, the Domestic Section is now more favorably located in relation 
to (l) the rest of the Library, (2) the downtown book market which its 
•personnel must visit daily, (3) the Agency components receiving the bulk of 
its services, and (4) the Machine Division which participates in its account- 
ing controls. 


An alternative move to accomplish the physical con solidation of the 

.■nquisitions Branch would be to move the [ ^ ^components to the 

Ileadqu-arters area. A very serious o^jection,jtp_:th3^jlan, howev-er, ^aiises 


25X1 


] operation from its 


xrom the fact that this would separate the 
rri'nory customer for foreign publications 
T thel I elements of — - 

SiaiSy OependeSn^SiTWto supplement the foreign language capabilities 


the Foreign Documents Division, 00. 

elements of the Acquisitions Branch are 


25X1 


25X1 


of -their personnel. 


FIWDINGS 


.-ni.-. n^vnntares of the Domestic Section's present location In the 
H-ad'Llrters area clearly outweigh those of its collocation with I 
Buildii'-io Sections . 


25X1 


_L. ^ irAp^'n ‘1 tkel SectiLons m close 

(2) The ^ Documents Division outweigh the gain to be de- 

fJom coSolidating the Acquisitions Branch in the Headquarters area. 

RHCCI.'f-lEr®ASi2Il 

“■ ” that the Domestic Section not be moved to[ 

\ -T*. ^3 recommendeo. unau 
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TOPIC 

Define the dissemination and distribution 
fujictions of the Acquisitions Branch and 
the Document Division and study the 
feasibility of merging like functions . 


DEFINITIOI^ OF TERMS 

^' Disseraination^ * -• the intellectual process of determining vj-ho is to 
receive a publication. (This involves the scanning of text and the corre- 
lation of contents vith the needs of consiomers . ) 

" Distribution ** - the mall -room process of getting a publication into 
the delivery system. (This may involve locating distribution symbols in a 
file but does not require scanning for contents or knowledge of consigner 
needs . ) 

A. NATURE OF THE DISSEMINATION FUNCTION (Acquisitions Branch and 

~~ Document Division) 

1. Acquisitions Branch 
a . Serials 

Approximately 80^ of the foreign serials^ and 100^ of the 
domestic serials are received as a result of specific orders placed 
bv someone in this or the other agencies which the Acquisitions 
Branch services. No dissemination is involved in this take because 
the recipients are known. 

Twenty percent of the foreign serials received are gratis 
or sample copies, however, for which there is no previously estab- 
SsS disseminakon pattern. Therefore, the area coordinator (in 
the Foreign Section) disseminates the initial issue of g^atio and 
sample cow materials. Dissemination is made to Office, Division, 
sample copy Acauisitions Branch area coordinator's 

and/or Branch lev^s handling of 

SSItoS revests than from any formalitad compilation of dlss^- 
™S?Lents aa spelled out specifically for dissemination 
nation q various Agency components. The dissemination of 

p^poses by t oAourse, requires of persons performing 

these foreign familiarity with a very wide range of 

^reiS^languages. 

of serSlf by ttis“ction falls into the category of "distribution" 
as defined in this paper.) 

nrfires receiving serials disseminated as above are requested 
5 to indicate To thff ^uisftions Branch their interest in receiving 

SECRET 
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future copies of similar material. In the case of sample copies, 
the receiving offices are asked, to sutmit subscription orders if 
a continuing subscription is desiredo From these actions, a record 
of distribution is determined for fut’ure issues. 

b • Books 

All books received in the Domestic Section result from 
orders placed; therefore no "dissemination” action is required. 

However, only 20}o of t he books received in the Dissemination Section 
are ordered material o I 

The disposition of these books i s determined as follows 
The Library Selection Officer and Screening Officer scan this 

talie for their respective interests . It is estimated that 25*3^ of 
these non-order ed books are selected by this scan for incorporation 
into the Library anc collections . Most of the remaining publi- 

cations, with the exception of Russian and Far East materials, are 
disseminated by the appropriate area coordinator, or by the Book 
Unit, Dissemination Section, to offices known to have interest in 
the subject and/or area content. Dissemination is usually based 
upon the item^s title and/or table of contents. Familiarity with 
numerous foreign languages is necessary in performing this function. 

The Russian and Par East ern publications for the most pax^t are not, 

at present, disseminated 

2. Document Division 

Dissemination in the Document Division is limited to documents. 

Dissemination in this Division is performed by professional 
dissemination officers and is more highly organized than is dissemination 
in the Acquisitions Branch. 

Each Document Division disseminator has a disseminator’s guide 
hook containing the reading requirements served on the Division by the 
various components of CIA. Dissemination in the Document Division does 
not involve foreign languages o 

Documents to be disseminated are sent to these officers from 

uoc^en^ TVoc^ssing Branch, Document Division. The documents 

screening Unit of the^^o=--.irg^ being from two to eighteen documents 
are receive Cg+ate Air, etc.) and packaged in an envelope. With 

of offices in mind, as recorded in the 

the ® ,'g p-uicLe hook, the disseminator scans each document in each 

disseminator s g at a dissemination pattern for each document 

tatch He records this dissemination pattern on a 

"Sdde?-tJ^^ card attached to each document. When the dissemination 



i25X1 


i«25X1 


5>ECRET 



Sanitized Copy Approved for Release 2011/01/04 : CIA-RDP82T00271R0001 00120004-6 






nitizsci Copy Approvsd for R©I©3S© 2011/01/04 . CIA“RDP82T00271R0001 00120004“ 


SECRET 


TTR/ 5-25 

for each of the docuiaents of a batch has been determined and recorded, 
the documents are placed into the envelope and the batch is sent to 
the Processing Branch for distribution. Dissemination is made to 
Office, Division, and/or Branch echelons. 

B. NATURE OF THE DISTRIBUTION FUNCTION (Acquisitions Branch and 

Document Division) 

1. Acquisitions Branch 
a. Serials 

Kardex files are maintained by the Acquisitions Branch as 
a record of both receipt and distribution for ordered serials. 

The records also serve for follov-up work, reference questions, 
and in the Domestic Section, for fiscal purposes. These files are 
arranged in the Domestic Section alphabetically by title, and in 
the Dissemination Section alphabetically by title within country. 

Serials received are logged into the Kardex files and then 
mailed to the distribution points shown in those files. Distribu- 
tion of foreign serials requires the ability to recognize for 
identification purposes serial titles and dates in many , 

languages. To a considerable extent, however, this can be performs 
through eye -familiarity ihLth type -patterns and serial formats. 
Distribution is effected to Office, Division, and in some cases to 
Branch levels. Distribution of gratis and sample materials received 
?n "Y" Balding is made in accordance with the dissemination deter- 
minations of the area coordinators . 

b . Books 

Books received as a result of Agency-originated orders are 
COOK* i T-i-hvfl-rv nurchasc request form on which the 

offLe, ini i-om number are Indieatea. The flimsy 
iopy =f this reaoest form -s attached to the booh and serves 

as routing slip«> 

received as a result of non-CIA requests are matched up 
with the^itslde agency memoranto reguesting purchase and are 
foruarded in accordance therevith. 

m- cctribution of non-ordered boolcs | is 

effected iriSpllance .ith the dissemination pattern as determined 

by the area coordinators. 

2 a DocuiiiG nt DivisiQ^ 

rv. Rt'anch of the Document Division receives the 

documentf ?ne12a*ii««-TS for distribution action. The documents 
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cire dlsbriouted according to the dissemination card attached to each 
report. Bistrj.'bution is normally not made to any organizational 
echelon lower than division. Familiarity with foreign languages is, 
of course, not rec^uired berco 

FimiNGS 


The following are the pros and cons, as we see them, of merging dissemi- 
nation and distribution functions of the Acquisitions Branch with the 
counterpart functions of the Document Division: 

Dissemination Merger* >>> Pro 

1. Library and Document Division dissemination would be under a 
single line of supervision. This might facilitate operational uniformity 
and reduce supervisory overhead. 

2. Dissemination of books would become more regularized. Books 
would flow through the same dissemination "thought routines" as 
documents . 

Dissemination Merger - Con 


D 


3. The office reorganization effected to accommodate merging 
disseminators might result in the separation of indexers from dissemi- 
nators. This would disrupt the concept of interchangeability "between 
indexers and disseminators now stressed in the Document Division. 

4, Books and documents are not easily compatible from the point 
of view of physical handling. 


Distribution Merger - Fro 

5 All mailing operations would be under one line of supervision, 
which should facilitate uniformity in mail handling, and possibly 
reduce overhead. 


All receipt and distribution files for serials i-rould be in one 
dace' This Central S jrials file would comprise the Domestic and _ 
Dissemination Section files, and the Document Division Standard Distri- 

bution .Fil^o 


bributlon Merger - Cgn 


Ul l.UU * 

7 Coordination between ordering and receiving personnel 
e^difScSt because of their separation into different organization^ 


ccmpcnents . 
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recommendations 

1. In terms of the present organization of OCR, ve do not see 
sufficient advantage in merging these functions to justify such action. 

2, Nhether or net such merging vould he desirable under a different 
OCR organizational structure is properly left to Task Team ^17 • We do 
feel, hovever, that this merger concept, as regards present Acquisitions 
Branch and Document Division activities, at least, does not merit per se 
a significant influence on the formulation of OCR organizational changes 
vhich may come under futxnre advisement. 


p 



SECRET 


Sanitized Copy Approved for Release 2011/01/04 : CIA-RDP82T00271R0001 00120004-6 


25X1 



Sanitized Copy Approved for Release 2011/01/04 : CIA-RDP82T00271R0001 00120004-6 



r > 



• -p "to your request of May 9th, we are forwarding the following 

information on the Library Division's work rates. These figures reflect 
the situation during fiscal year 1956. 

Acqulsitions s 2 

I I ordering, receiving, 

recording of serials, etc. Materials ordered and received consisted of 
the following; 

1. Books and Pamphlets; 

a. Ordered. 6,132 


b. Gratis 27,519 

2. Research documents 7,381 

3. Periodical subscriptions: 


55,IpS/ 


a. Ordered.. 2,lj.ll . 

b. Gratis. 8,950 (estimated)!. yi' 


ii. Newspapers. 


5. Microfilm reels. 


6. Foreign Service , etc 18,052 


Total 


71,1(68 

S9, /f3> 


/ S I ^ 

7<i/ 
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recei Tn’nrr ^ on the serial record and I I selection and 

and about their time (l.Ij. positions) on ordered materials 

and nn -nr^ ^ time on handling blanket order and gratis materials 

etc tnJi ^elating to service, such as routing, inquiries about serials, 

arp'r»r^+ V* ^ ^ o'^t tTO-thirds of the orders are not for the Library and 
are not received by the Library. 

Cataloging g 


P )) f+T hourly rate of cataloging for all types of cataloging is 
.4 1 titles ^d^4.52 items. Since, however, this is a composite figure, 
we are also indicating the appropriate rates for each of the three types 
of cataloging, viz. 




Titles 

Items 

1. 

New or original cataloging. 

1.78 

2.2U 

2. 

Re cataloging. 

1.05 

3.15 

3. 

Additions cataloging,. 

U.ItS 

8.18 


Overall rate 

2.hh 

U.52 


Inter library Loans 



The interlibrary loan function is performed by one position, and 
the total transaction in FY-56 was 15,^93 items. Of these, we borrowed 
3,200 items and we lent 12,393 items. 


Reference s 

The reference staff consisted of 6 postitons which handled a 
total of 36,532 reference requests in FY-1956. 


Sincerely yours. 


..‘i- 


25X1 

Assistant Chief, Library Division 


5/10/57 
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C E N T R fl T -r 

I I) T E L L I G E N C E AGENCY 
OFFICE OF GEriEAL REEEIffiNCE 



TTR/6 


MEMORAHDUtvl poR: 
SUBJECT: 


26 March I958 

Assistant Dii-ector, Central Reference 

Fiscal Policy for Publications Procurement - 

J.asK Team No. 6 


J 


!• Membership 


The Task Team consisted of the following members: 


— J 0rgani2;ation and Met-hods Examiner, Management Staff 
Liaison Officer, Liaison Division, OCR 
Assistant Chief, Administrative Staff, OCR 


2 . 



Method of Task Team Operation , 

The following procedures were followed by the Task Team in reviewing the 
fiscal policy for publications procurement and evaliiating the Library 
Consultants’ findings and recommendations pertaining thereto: 


a. Review by all members of the Task Team of the Consultants' Report, the 
OCR rebuttals, and other basic supporting documents. 

b. Assignment of various phases of the problem to individual Task Team 
members for investigation and repoi'ting. 

c. Collection of data - the interview method was used for the most part 
althou^ considerable time was spent in reviewing files and records, 
in examining procedures, and in studying published literature on 
library operations. A list of persons interviewed is attached as 
Appendix C • 

d. Discussion of reports from Task Team members, establishment of Task 
Team position, and prejaration of draft report. 

e. Submission of final report to AD/CR. 

3 Ttie recommendations contained in the body report are summarized as followrs: 

a The Dublications procui-ement budget for lY 59 should be maintained at 
$500,000- (p- TTR/ 6 - 3 A>Sc 5 ) 

S-E-C-R-E-T 
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■fche period prior to handle expansion during 

' ^ Building, (p. TTR/6-5,6,7 & 8) 


‘*o- Cc O 

. ® ®^erience of the t-s-k 

iwestigated as an aid in to new quarters should be 

Building. (p„ T 1 R/ 6 ..S) Plaj^lng the CIA. Library move to the New 


reguStio?2"‘iS SoSremeS''!?^^ coordinate an Agency 

and newspapers for Agency use." (pS/e-lo")*^ foreign books, periodicals, 


certifying^purcSerwiSin°/2err’^^ shoul.d investigate the system of 
controls exist. (p. insure that adequate 


g. 


Central^Refer^=•nc^Advi-o^°^p^'^^'■^°^^^°“® procurement as adopted by the 
Keier..nce Advisory Group should be retained, (p. m/6~9) 


St tudset for the nain coUeotions should 

uhd ereoutlon siould be 


0 




IPilG G6IlG!rQ..l COUHSOI 3.jD.d. tills Off ics of t;lip PriTn’n+r>r ^1 1 «=>v« rtVi i j -u 

coneexhing the legality of the 

I 


Chairman, Task Team Six 


Attachments : 

Task Team Report 

Appendix A - Policy on Budgeting for Publications Procuv^rr.^r,+. (-npAn P-qft^ 


Appendix C - List of Persons Interviewed by Task Team Six 


S-E-C-R-E-T 
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PBOJBCT SK: Pisoii, 


POLICY FOR PUBLICATIONS RROCUREMENT 


I. 


problem 


To study all aspects n-p •m-.vT • j. . 

ud.get, cash procurement expenditure including the book 

P curement, and. fiscal controls.; specifically to deteimiine 


A. 

B. 


The budget for publications is too low. 


affected by staff and space 


C. 


The present budget philosphy should be revised. 


collections 


II. 


The fiscal controls and procedures in Acquisitions Branch need changing. 
TASK TEAM FRAME OF REFERENCE 


assumed that it is CIA and OCR policy to provide 
+ services which the components of CIA may require and 

o the extent possible, which other agencies in the intelligence ^ 
require, at a cost which meets the requirenents of 
national security as well as the requirements for economy in Government. 


B. 


^ studying the size of the publications procurement budget, the Thsk 
Team_ confined itself to determining the adequacy of tha t budget to 
Paj-fill the e.xisting and known publication procurement .needs of the 
Agency, including the Library. The Task Team did not try to determine 
Of the Library to fulfill the intelligence research and 
operational needs of the CIA and the intelligence community. 


The Task Team considered and used "book budget" as an inclusive term- 
covering books, newspapers, and periodicals. We believe that the 
Consultants used the term in the same manner. 


D. 


The Task Team has proceeded on the basis that books, newspapers, and 
periodicals are material.B which are vital to both intelligence ^ 
research and operations . (The Consultants held this same view. ) 


III. Is the CIA Budget for Publications Procurement Too Low? 
A. CONCLUSIONS 


$500,000 is more than ample to fulfill the estimated CIA 
requirements for publications procurement in FY 58. 


0^ 


The $500,000 .FI' 59 publications procurement budget is sufficient 
and necessary to fulfill the FY 59 requirements of the program, as 
presently estimated. 


S-E-C-R-E-T 
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of th^ n 

Find^ 

•^o Tnf=» 


1 - Kie evidence vh.v. 

e^loyed by the ConSteSrf methodology which wa^ 

^23**bQ, Q,t)0U‘fc HTA r ‘v 

^ ■isvelop ite ocuStSS 

■•equires ol^irificaMon ana Conaig t ant. 

Com^x’ing the annual CIA. Lih-ra “ — — ^ 

basic simio^rities is 

the i^oo-«naaUon. (See 
^sk Team Appraisal n-p -pnr 

^ T ^^^^j^£Sjj£5s Procurement 

3. The current $500,000 Ev rP. vt - ^ 

developed and approved prinirilv^S^th^ Procurement budget was 
«e«enaatlon. aie “o lnS 5 f J£ 

Of thf" $50oJoS iu<i2 t^d^SS'^fts ^200,000 out 

^J^^ions- were defined'rS? cSsSSSsf°^^^^ 

Task Team Jurlgm ent on th e py 59 Piibn„n+- 

■ ; ~ ” ‘^'^ 3asetjasa ^nae.ent 

S- *Tn^C» tfeCTA/^ -a - 


^-i-utjuj-emente -RnH^of 

the Ssls'^f S>rtoSS‘es2bSsS°M|"?^'’t'^f "“h P«iarea on 
prcounemont budget Is the .„» m ““S^e «\S'pSSoS2nT 

s-e-c-r-e-t 
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c, 


4. 


6 . 


Expansion of stack - 

In reducing readiS^a^’^^ a^ilable areas can 

d. A „ SSSons.*’'" 

»lii is ieSng carried out !„ t]ju 

fss- new acoeMlone. in order to eake rSm 

^ ^^SU.l.'tg n-p +Vi<a 

the^"^ ®J>I>^oachinr2picitr^%^^^" available space in the 
the Consultants that the However, the assertion by 

oollections and the absenJl of additions to the 

based on spa-e liTn-i+ basic materials is 

^■lidc An ana,lyais “ot appear to be 

collections shwed that for additions to the Librarv 

constant for the past five purchase has renained nearS 

^o^tioue. 2i!- of/ncreaslu^^ ?Sd 

^8 determned by basic LibraS S£cf a, purchase 

of iti= eoUeetion. Sirailarly^tSre L* ^ content 

absence from the shelve^ of mfl+ evidence to show that 

considered to be of Sc Consultants 

of lack of shelf sjBr-e. ThJ^aS ® primarily the result 
of basic importance is maS on th?hSlf “f®"^ 
criteria, and a.n e3i2,mi.natior) of the selPr-t " ^^^tabiished selection 
that materials are procured wi+hni,+ program indicates 

importance to the central Jollettion^®^ ®f 

purchase cannot be substantiate? ii?? affect the mte of 

to how they arrived at this conniusiL ""r offered as 

IS determined by the Selection Section ”of^' Purchase 

consisting of two Selections Offic^S L? Reference Branch 
this staff would not, per se incr <=«9 sZ the size of 

klncu thlu id a reUt^oi 

The Consultants’ recommendation that the Aeencv ^-taf-p -v, u 
actively participate in the book ^electi-or should 

collections has been implemented centra,! 

CIA Litiarlun to all m.}ov compcMnS of S“SJrv‘‘™"a“’'’ 

19,57. it was requested that each component m October 

its staff to act as consultants in the selection n ®f 

program has had a promising beginning and is 

for utilizing the knowledge of all members of +hl a® “cans 
in adding hoolcs to the collection: 

The weeding program, which has been carried out in +> 1 #:^ mq • 

Libiaw as well as the Braueh Libmrfea, to TiSct xe«l? 

Of lack of shelf space. Most of the material c- 1 ,,=^^ 
are duplicate copies of hooks no longer in demaJdfvoSie?'^®'^ 
superceded by m ore recent editions, and outdated ierlodicals 

Library is presently negotiating to ' 

JuOOO volnimf» nnl I #art -4 t j ^ 


jJx-cJijen-oxy negotiating to 

dispose of a 30,000 volume collection of captured Japanese 


S-E-C'-R-E-T 
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^terials, and i-p ci- 

buildi ^^^sion^Peed^^intii^t?'^^ enough space to 

DUiidingo In the o-rUrT/ ^ ™ove to the new 

program is a noSal the weeSL 

“e.terial frl'^thfcS ^ot fnly 

ijs usefulness, but wSl 5 ^^^^ee-fcion that has outlived 

^alue of the present hSlSgs! ^ Judging 

Consultants^ JJ^ble to substantiate the 

tooks is affected by steJf and"! of purchase of needed 

analysis of the present sta^^ l^jnitations, iH 

continued growth of the Li“brai4^°?f clearly indicates that 
by space considerations. limited 

been provided for an ermnded^ff adequate siace has 
the inmediate problem is hox/ to building, 

uring the next two -three year continued growth 

e new site. Several alternatives arfio?t^°coL\SLg? 

oTSe"“tS2"S^ available areas by 

areas, and continuation oP si«,ces for stack 

be Establishment of ‘an overfloS SIT’"® Program, 

acquired spaces. ^^ok area in newly 

TOiSk T 0 s.n 1 lias djLscai’d.pf^ -Mnci •p•^ u. 

not aHear likely that enough ** 

sethod to handle the noS^vSl ““ ^ 
for the next two-three years inrd!+^^^-+^ collection 

problem exists in the Mhln critical space 

utilized, and immediate' effVVtrSould^S lOC^ 

more space to house this coSctSn ® ^ 

Staff is presently surveying the P^Vrth WiSrS^ 

to determine if more shelf space can 

reariangement of the stacks.^^JeSiSr^'^SA Vth- 

survey do not look promising. ConversiS 3 rLlinf I 

space to stack areas -is not desirable alo 

weeding program would in the long run be seSSS^tSg 

The Ih,sk Team has concluded that the estah'' -i Qion.n. + i, 
stack area to handle the overflow from the"’3'i^ ^ 

the best solution to the present space proble3 333 
is not available for a greatly e^ded cSStiof ?n m 
B uilding, the following alternatives are suggested; 

a. Utilize existing spaces] | y^. 

volume captured Japanese collection is disposed 3 
uhere will be sjace to house an overflow in the exi^tine 
stacks. There is also a vaiated area of approxiSVS fnn 
square feet presently being used as the AcqJisSSS^ 

Branch conference room which eoul.d be converted to stack 

S]p3iC 0S o 

S-E-C R-E-T 
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c. 


10 . 


11 . 


Catilofi Stadium. Th.e 

1500 square approximately 

reallSSS Although this space has been 

available for' « units, room could be made 
variable for a stack area in the Stadium. 

P^'^for addi'tf^^^? logistics to negotiate with 
CI/^. 'litional space not presently occupied by 

!*“* '“"OS* is <lesend.nt upon 

This 

as to what the mt<=- n-p^-n ^pon the policy determination 

waar tue rate of purchase shall be during this period. 

SscusSSs”StSJfT -5 ^ 

countered J'^A. Library personnel, many of the problems en- 

a centml bn-ii^a^ ^ their move from widely dispersed quarters to 

Ly Ss ™ those which will be faced 

y oiA in Its move to the new building. One resiiLt of their 

move was that a large number of books on loan to user offices 
of greatly expanding the on-the -shelf holdings 

^ Library facility. This and other experiences 

by members of the CIA 

Library Staff in planning the move to the new site. 

C. RECOMMEMDATIOITS 

1. ^ overflow stack area should be established to handle expansion 
during the period prior to the move to the new building. 

2. The experience of the KSA Library in moving to new quarters 
should be investigated as an aid in the planning of the CIA 
Library move to the new building. 

Should the present budget philosophy be revised? 

A. CONCLUSIONS 


1. The OCR budget philosophy for publications procurement, as set 
forth in the Central Reference Advisory Group issuance entitled 
"Policy on Budgeting for Riblications Procurement" (CRAG 2-58 
dated 13 January 1958 is a clear statement of OCR responsi- 
bility and procedures in this field. (See APPENDIX A) 

2. The budget philosophy as adopted by CRAG establishes a satisfactory 
method for the development and execution of the book budget. 

3. The book budget is and has been under the control of the Assistant 
Director, OCR. This is contrary to a finding of the Libraiy 
Consultants . 


S-E-C-R-E-T 
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findings 


recommendations ^ ’"ge^e^txng certain of the Consultants’ 
for puhlicationq examination of the budget philosophy 
Staff and undertaken by Management 

of the Task Teams a! officials prior to the formation 

<^ft policy statoTnpn+ their investigations, a 

After the tLic Teaml l Prepared and submitted to the AD/CR. 
to review the dS?ranr Team Six was requested 

changes were sSfstS 1. necessary changes. Minor 

<iinated with the^o/nWr^^nS^ redraft was coor- 

certai’u Office of the Comptroller, and 

certain cognizant officials in user offices The fTrai 

iS^firsH AD/CR and adopted by CRAG at 

Its first meeting on 18 January 1958. 

2 . ^ comection with the OCR budget philosophy, the Libmrv 

conxrol of the Assistant Director, OCR, which is contmrv to 

srtffSrr Aith°u«h s. 

Se support this statement, it appears likely that 

referring to the procedure whereby OCR 
thJ rr Offices to participate in the development of 
the book budget by submitting estimates of their future 
requirements. Since OCR has the responsibility for procuring 
required books and periodicals as a centralized procurement 
service and must bear the cost of these requirements, the 
Consultants concluded that OCR does not have control of the 
book budget. ^ The statement of policy as adopted by CRAG 
clarifies this point by stating that "OCR will be responsible 
for the preparation of the budget estimates for the CIA 
publications procurement program” , and "will establish and 
control the sub -allotments for the operating components” 

The total funds for the program are allocated by the Comptroller 
to OCR and the administering of these funds is the responsibility 
of OCR officials. Should insufficient funds be available for 
the operation of the total program, a procedure exists whereby 
OCR may obtain additional funds from the user offices to meet 
their requirements. This procedure is necessary only when the 
total requirements for the program have been underestimated or 
when the budgeted allocation has been limited by higher authority. 


In OCR's annual presentation of the book budget, the Task Team 
found that OCR has experienced difficulty in justifying the 
program to the Office of the Comptroller. Most of the review 
concerns the system of the control ("How many copies of the N.Y. 
Times are bought and why?") rather than the relative importance 
of books, newspapers, and periodicals to the intelligence effort. 
The attitude of the Office of the Comptroller seems to be that 
since user offices are not expending their own funds for 
publications, there is a lack of restraint in requesting publica- 
tions for office use; i.e., there is excessive wastefulness in 
the program. The Task Team found that a control system does exist 


S-E-C-R-E-T 
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(Publicatlons^ProGwement^r^'^+^i Agency component 

for book purchases Officer) revievs requests 

vslicllty. If »„„Ll is 

within Agency components’shc'^^s^!?* system of certifying purchases 
validity Of the reau^S! reviewed to insure that the 

rather than attermtinsr + certified by competent authority, 

limllatlons. ‘"■Isatary 

edness and pointed out thfl+* ’this process as shortsi^t- 

compared wlS ’books is 
sum hecom^ LSLSS.+ f -^be Agency, the 

this finding. ^ indeed. The Task Force concurs in 

encountered in the operation of the 
b/oneSSu^ procurement program stems from a lack of understanding 

procedures^ ® 

ln CRAG issuSince vas an effective starting noint 

■Drnn^r misunderstandings and establishing policy^aS 

procedures for the preparation of the book budget. As I Sllow un 
to this action, the Task Team feels that the publication o? an ^ 

^ency regulatioa on the totel pubUcaticns pScuremeS pragS. 

Acra-nr,-, P®^te, and in developing a clearer understanding by 
Agency employees of this activity. ^ ^ 

C. RECOMMEHDATIOITS 


1 . 


The CIA Librarian undertake to write and coordinate an Agency 
regi^tion on the procurement of domestic and foreign books 
periodicals, and news:ppers for Agency use exi)laining the purpose 
and scope of the publications procurement program, detailing 
responsibilities of OCR and user offices, and providing procedures 
for publications procurement. 


2. The Central Reference Advisory Group investi^te the system of 
certifying purchases within Agency components to insure that 
adequate controls exist. 


3. The policy on budgeting for publications procurement as adopted 
by the Central Reference Advisory Group be retained. 


Should the budget for e3q)endables and the budget for the main collections 
be separate? 


A. CONCLUSIOKS 


1. Creation of separate budgets for expendables (in the operating 

offices) and for the main OCR collections will not automatically 
increase the fimds available for the OCR collections. 


S-E-C-E-E-T 
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2 . 


3 . 


coUections 

the Acquisitions Branch hookheeping procedures of 

eentraused prooureneS^’sS^icef effectiveness of a 

a vo?SSl^systeJ 

and, at the same time advantages of centralization 

^ -cime, mintaining adeq.uate controls. 


findings 


1 . 


PublicSSns”’procS 2 eSt"^? ^ larp sum of money, labeled "CIA 
operating components af-f* purchases are made for the 

for the OCR ooiio after which the remining money is used 

conS;i helieveathat if the 

tions and reduce'^the purchase of publica- 

of exDendlti7tv=. vol^e of such purchases, the smaller amount 

^hSioS’?;oSs«:S‘=^u",f 5 '’“ '=<■*“" “ tot 

nrro j. ^ ^Gurement; will, leave a larger residup fnv hap ’h-\r 

tS sep^SteTSet-^r^'' collections. In fact, if 'there were 
and onffo^ OCR^ each of the operating offices 

With nnTnrmi "K ‘ . have to be justified in accordance 

to justify procedures. Thus, OCR would have 

at nrespnt wv. +11 ^ BS-in collections in the same maimer as 

at present. Whether or not this would result in an increase in 

such fun^ would depend solely upon the quality of OCR's justifica- 
ii ?hSr SdS?njr“ requested by operating offices 


2 . 


^e procedure whereby offices would prepare separate budgets for 
their publications requirements could be effected in several ways: 


a. The offices could set up separate allotment accounts for 
publication procurement and authorize the Deputy Chief 
Acquisitions Branch to obligate against the authorization. 

This would result in the establishment of 50-60 new allotment 
accounts with consequent increased boolckeeping responsibilities. 


b. The authorized funds obtained by offices as a result of their 
budget justifications could be transferred to a centralized 
allotment account controlled by OCR. If an office should require 
more funds for publications procurement, it would be required 
to transfer additional funds to OCR. Under the present system 
increased requirements in one office can be met from surplus funds 
in other offices, i.e., the present system is more flexible. 


c. The accounting responsibilities of the Acqusitions Branch could 
he decentralized to the Office of the Comptroller and the Acquisi- 
tions Branch act as a procurement agent only. This would result 
in increased paper work and a slow down in the procurement 
procedure that would gr'eatly liamper the effectiveness of the 
program. 
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of* Ti 1 ’ 

procurement, as T ^'^‘^seting for publications 

January 1958 (gee APpi'imTY Reference Advisory Group in 

desired objectives than ^ better system for achieving the 

arid the OCR collection-^ separate budgets for e^qiendables 

centralization of account-.-;! ^®^'<'he^advantages of greater flexibility, 
ejqjertise resultine in b better utilization of library 

If the procedure seems to^^f economic administering of the program, 
of higher authority for adpm 0+^^^°™+' because of the requirements 

the program. ^ ^ controls and sufficient Justification of 

RECC^dMElffiATIOHS 


collections 

lo the fiscal controls and pitcedures In Acquisitions Branch need changing? 
A. CONCLUSIONS 

SblSiS'^nro^'^'^ record-keeping procedures for 

K a! carried on by the Deputy Chief of 

K A Branch, has succeeded in partially reducing the 

burden of record-keeping in the Branch. reaucing the 

2. fiscal controls and procedures should be further studied bv 
Agency experts in the field of accounting. 

3. The cash procurement procedure is being utilized to its fullest 
practical extent under present operating conditions. 

h. The legal status of the cash procurement operation needs 
clarification. 


B. FINDINGS 


1. The Consultants recommended that "the proposal of the Management 
Staff to undertake a detailed study of fiscal control and 
bookkeeping as now practiced by the Acquisitions Branch" be 
implemented. This was accomplished in part in the summer a.nd 
fall of 1957 and culminated in the publication of a Management 
Staff Report entitled "Accounting for OCR Publications 
Procurement" dated l4 October 1957* The objectives of the 
study were: 

a. "To reduce the burden of the Deputy Chief, Acqusitions Branch, 
CIA Library, in managing the fiscal records for Agency 
publications procurement.* 

b. "To devise a moi^e efficient subscription renewal procedure 
for foreign publications and domestic annual publications." 


H. 
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^ 3?0R nn "f* -j-i • 

been workir c '^n- ® ""^“bers of tlie IVJ^agement Sta,ff have 

certain of i+s Aeauisit-ions Bzanch to j.mplement 

are as f ollows s ^-ccoiirplishments to date 


3. 


a. The booIA eeping and management 


Blanch delegated frim the Deputy Chief, Acquisitions 

iJranch to the Chief, Special Pi'ocurement Unito 

instal devised and is in the process of being 

-Or machine accounting for foreign subscriptions . 

teing taken to improve the procedures for machine 
accounting for other foreign procurement I 


A more economic system has been devised for creating and 
maintaining the cyrillic list of Russian publications.' 


e. Some aceoimting reports previously prepared manually by the 
Deputy Chief, Acquisitions Branch, and Chief, Domestic Section 
have been converted to automatic machine methods. 


Althou^ improvements have been effected in IBM accounting systems 
for the Branch, the major problem of sirirplifying manually kept 
fiscal records has not been completely solved, and the Deputy 
*^bief. Acquisitions BrSinch, continues to devote a major portion 
of his time in prepa,ring and naintadning budget and fiscal recoirds. 
Guidance from the Office of the Comptroller is required to perform 
a technical an3,lysl,s of accounting operations in this Branch. This 
wotild have the dual, advantage of improving the bookkeeping procedures 
and of establishing closer contact between the Office of the 
Comptroller and the Acqu;..sitions Blanch. 


1)-. In their study of the acqui-sition program, the Consultants found 
that "full utilization of the cash purchase pi-oeedi-’-'^e is not made", 
and recommended that "more books and ot her iiaterialo .je nurchased 


through the cash procurement procedure". 
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6 . 


has one min Pi-aeti^ed j.n the Domestic Section, 

of domestic PTOc-aT.^ffifn+"^'i Tape. The 8.iteiTis.tiTC method 

■time and people o? l>'^^-hase order procedure, ta-kes more 

larger typing greater volume of paper involved, 

The min elemnts oe' "detsdled accounting procedure, 

xemencs of the cash procurement system are: 

use of a.^-^vou^-b^r«fl^ Eomestie Section through the 

ou,.h,rsd. revolving fund amounting to $4SOO. 

mrket^ limj.ted. to items avaiJahle in the local booh. 


" of^i“ Sr^^ regulations limit greater use 

SeSioLrtS ne pr^^ourement opeio.tion, the Management Staff 

SiS thl Jsf regulnlions 

Since they feel "administni-tive convenience" . 

^ ^ fs mainly a mtter of 

v^sSed'S rsssr"^ 

" T ^ --ion 

b. Establishing a vouehered imprest fund, as a renLacement to the 
unvouchered revolving fund. 


8. The Ifesk Team feels that the s.bo.lishing of the revolving fund and 
establishing^ .a purchase orcl.e.r procedure is nob a good solution 
since it vould increase the tvork load of the Domestic Section. 
Establishment of a vouehered imprest fund would .retain all the 
advantages of the present system and resolve the legs,l qu.estions 
involved. However, .Agency .regulations limit imprest .funds to 
$500 althou^ "exception to this limi tation may be requested with 
justification on the basis of the particular situation involved"”. 
Since no less than $4000 is needed to lun the operation, an exception 
to the regulation woul.d ha.ve to be obta.lned from the Office of the 
Comptroller in order to set up the fund. No efforts have been mde 
by OCR or members of the Management Staff to discover if such an 
exception is possible. Inasmuch as the lega.Iity of the procedure 
is in doubt, some solution to the problem should he made in the 
near future. 


C. RECCMMEITOATIOWS 

1 . The Office of the Coii5?troller should be requested to provid.e techni- 
cal guidance in the setting up a,nd maintenance of the fiscal records 
in the Acquisitions B^'.anch, (tvith the unjor objective to relieve the 
Deputy Chief, Aetiu±S2.tions Branch of some of his bookkeeping duties). 
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2 . 


consulted conc^ina-^h-^^^® Comptroller should be 

Should it be determined''thar'+viJ^^ procurement procedure, 

steps should be talren ^ misuse of mvouchered funds, 

establish a vouchered Imprest Fund of $4,000. 
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*-ENTRa,L IIITETTTnTs 

•»-iMiELLlGElirCE 

ceutral reference advisory group 


CRAG 2-58 
13 January I958 

Agency 


for 

PuDllcatlons Froeurement 


At its 7 January oreanlsation rioting, tte Central Reference 
Advisory Croup adopted the attached stateaent of priiey on hudgeting 
for the procurement of puhlications . 

I have directed responsible OCR officers to implement it, in 


consultation with responsible officers in the various 
the Agency, at the earliest practicable date. 


components of 


Ifetul A. Borel 
Assistant Director 
Central Reference 


Distribution: 

dd/i 

dd/s 

lAD’s 
Chief, FI 
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7 January 1958 

on BUDGETIHG F OR FUBLICATIORS PR OCUREMRIW 

General ; 

The Office of Central Reference is responsible for providing hooks, 
periodicals, and other publications required for use by all components 
of the Agency,^ Development of the publications procurement program, 
including the preparation and execution of the budget, will be accomplished 
by OCR after coordination with CIA operating officials.^ 

2- Budget Preparation: 

a. OCR will be responsible for the preparation of the budget estimates 
for the CIA publications procurement program for all phases of the budget 

vj cycle (preliminary estimates, opemting budget, revised estimates). These 
estimates will be based on: 

(1) past expenditures as reflected in the records maintained by OCR; 

(2) known trends in the publications procurement program; and, 

(3) new or discontinued requirements of the Agency. 

b. Preparation of the budget will include separate estimates for 
operating components of the Agency, the OCR central collection, and the 

•3 

foreign publications selection program.-’ 


4 





i 


^Onerating officials include: Chiefs of Senior Staff and Area Divisions 
under the jurisdiction of the DD/P; Assistant Directors \ander the juris- 
diction of the DD/I; Staff Chiefs, the Comptroller, the General Counsel, 
and Directors of Offices under the jurisdiction of the DD/S; and the DD/C. 
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TTR/6— -APPENDIX A-3 


^ * OCR vili be responsible for the coordination of individual estimates 

jr opening components with CIA opez^ting officials at each phase of the 

{ e attached sample correspondence). Operating officials will 
propose revised estimates, if necessaiy, based upon anticipated changes 


in their requirements. 

Submission of the total Agency publications procurement budget 
»iu be nade by OCE ttoough the Deputy Director (Intelligence) to the 


CoD^t roller. 

e. The Comptroller will allocate the approved Agency publications 
procurement funds to OCR. OCR will establish and control the siimllotments 
for the operating components and notify them of the approved amounts. 

3« Budget Management ; 

a. As publications are ordered by operating components, OCR will 
charge the costs to their sub -allotments. Publications selected by PPO's, 
or ordered for the OCR collection will be charged against the OCR sub- 
allotment. 

b. When the funds for an operating component are nearing exhaustion 
by puTChases against its sub -allotment, the component will be notified. 

On exhaustion, additional, purchases for that component will be at the 
option of OCR, unless the component makes supplementary fvinds available 
to OCR. 


S-E-C-R-E-T 



\ 



Sanitized Copy Approved for Release 2011/01/04 : CIA-RDP82T00271R0001 00120004-6 


Sanitized Copy Approved for Release 2011/01/04 : CIA-RDP82T00271R0001 00120004-6 


S-E-C-R-E-T 


TirR/6— APHSNDIX A-k 


draft form letter 


( February 1958) 


MEMORANDUM FOR: ' 

ATTENTION; 

SUBJECT: Publications Procurement Budget; Sub-Allotment 

for 


The following report of sums involved in procuring publications 
required by your component during the first half of the fiscal year is 
submitted for your information. 


Budget sub -allotment $, 

Newspapers, 12 months $ 

Foreign subscriptions ordered 

Other subscriptions and books, 

July-December 

Subscription renewals due, 

January-June — 

Total fvmds committed 

Balance available for new selections, 

January-June $ 


Paul A. Borel 
Assistant Director 
Central Reference 

S-E-C-R-E-T 
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foHti le'b'tei' 


memorandum FOR; 

ATTENTION; 

SUBJECT; Publicatiioiis Procurement Budget; Sub- Allotment 

for _• 


1. Expenditures and net obligations to serve the requirements of your 

component for publications during the fiscal year just completed total $ 

2. The budget sub -allotment to serve the requirements of your component 

for publications during the current fiscal year is $ 


Paul A. Borel 
Assistant Director 
Central Reference 


S-E-C-R-E-T 
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IjST OF EERSOMS lE'l^EHVIEWED BY LIEMBBRS OF TASK TEAM SIX 


Q/dd/i 

Assistant to DD/l (Administration) 
CIA LIBRARY 


Librarian 

Deputy Librarian 

Chief, Acquisitions Branch 

Deputy Chief, Acquisitions Branch 

Chief, Domestic Section, Acquisitions Branch 

Chief, Cash Procurement Uni t^ Domestic Section, Acquisitions Branch 

Chief, Purchase Order Unit, Domestic Section, Acquisitions Branch 

Chief, Selection Section, Reference Branch 

Assistant Chief, Selection Section, Reference Branch 

Chief, Catalog Section, Acquisitions Branch 

Chief, Se3rvices Section, Circulation Branch 


ORR 



Chief, Administrative Staff 
OCI 


Executive Officer 


Office of the Comptroller 
Acting Chief, Budget Division 


DD/P 

Area Case Officers 
Department of State 


Librarian 
Deputy Librarian 


Wational Secu rity Agency 

Deputy Librarian 

Chief, Collection Division 

Chief, Acquisitions Branch 

n^Ta.rtment Agriculture^ 
librarian 

A Momhe-rs of Task Teams Four, Five, and Seven 
Chairmen and Members or lab 


•n irt n T? _rn 


Sanitized Copy Approved for Release 2011/01/04 : CIA-RDP82T00271R0001 00120004-6 


25X1 


25X1 



25X1 


25X1 


25X1 


25X1 


25X1 


25X1 


Sanitized Copy Approved for Release 2011/01/04 : CIA-RDP82T00271R0001 00120004-6 



